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d1fE ELEMENTS OF DESIGN 

In this book \\·e \\' ill explore 

basic guidelines and techniques 

for using the visual elements 

shown in this illustration (as 

well as many other clements) 

in order to help you create 

more readable and persuasive 

documents. 
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INTRODUCTION 

Why was this book 
written? 

1bis book has one purpose: 

To help you produce attrac

tive and effective documents 

on your LascrWriter. 

Who was this book 
written lor? 

If you're a typical Laser

\'X' riter user, you are proba

bly not a schooled graphic 

designer. Nevertheless, you 

will see how you can make 

professional, interesting 

documents by learning the 

fundamental principles and 

techniques of design. 

No matter what level com-

puler user you arc, there are 

boundless options available 

to you for enriching the 

visual impact of your page 

design. The emphasis of this 

book is to explore those 

options and help make your 

documents visually com

pelling and functional, 

whether you are working in 

a powerful desktop publish

ing application, or using a 

simple word processing 

program. 

What's in this book 
lor you? 

This book is designed as a 

collection of guidelines that 

help you make d1e best 

design choices for your 

simation. Whether you are 

writing a resume, a news

letter, or creating a magazine 

layout, you will learn to 

apply the elemcnL~ of good 

design to produce high

quality, professional-looking 

documents. 

Introduction v 



What's inside this book? 

Each chapter offers a set of 

guidelines and rules of 

thumb that explain how you 

can make the best design 

decisions to liven up your 

document. We'll discuss d1e 

following themes and how 

they can improve d1e imple

mentation of good design. 

I. Planning and organizing 

your document. 

2. Simple guidelines for 

typography and for 

using fonts. 

vi Introduction 

3. Choosing d1e right 

design elemenL~ for your 

document. 

4. Creatively using black

and-white design elements 

to make more visually 

interesting laser-printed 

documents. 

S. Avoiding the common 

mistakes in design and 

page layout. 

Some of the specific design 

techniques and elements 

discussed in this book 

require the more powerful 

capacities of page layout 

programs or the capability to 

use scanned iinages. But 

even if you can't duplicate 

a panicular design feantre, 

the principles and reasons 

behind good design choices 

can help you make equiva

lent decisions relevant 

to your own system's 

capabilities. 

How to use this book 

Read this book casually and 

at your own pace. This is not 

intended to be a textbook, 

nor an owner's manual. Tllis 

is a collection of helpful 

hints and guiding concepts. 

Ultiinatcly, your creative 

touch and the specific needs 

of your document should 

detennine which techniques 

work best for your purposes. 

That is why we encourage 

you to experiment, and to 

explore the realm of good 

design with us in this book. 

Have f un. 



CHAPTER 1 

geANNING 
AND ORGANIZING 
YOUR DOCUMENT 

A successful document is one 

that effectively comnumi

cates your message. 

Good design contributes 

to the overa II effectiveness 

and usdulnc.:ss of your docu

ment by making it more 

visually appealing and more 

readable. 

Good design is not just a 

mauer of aesthetics; it 

involvc.:s choosing the most 

appropriate design elements 

for your document. Good 

design choices produce 

lively and interesting docu

ments and help communi

cate your message. 

The choices you make 

ha\·e some basic constraints 

such as the fom1at of your 

Publication 
Checklist 

0 What is 1he purpose of your 
communication? 

0 Who is your intended audklnco? 

0 What is the Image or tmprcsslon 
lhel you want to projact? 

0 What elements are needed to 
enhance your design? 

0 What are the physical and fiscal 

document , whether you arc.: 

working in a word process

ing program or in a desktop 

publishing application, the 

size of your budget, and 

your own experience and 

expenise. Nevenheless, 

within these constmints, you 

will tine! that you can still he.: 

creative and flexible in 

choosing the best design 

clements for your pages. 



rfrANNING FOR 
EFFECTIVE 
COMMUNICATION 

In order to choose the best 

design elements for your 

document's purpose, you 

need to develop a clear 

understanding of your 

intended message, the audi

ence you arc addressing, and 

the resources you have to 

work with. 

The following checklist is 

designed to help you 

develop "the big picture" 

for your intended publica

tion. It will hclr you identify 

your particular conununic:t

tion problems so you can 

make the most effecti\·e and 

appropriate design choices. 

What is the purpose 
of ~our communication? 

Every document has a 

rurpose. Some are meant 

to persuade (such as adver

tisements, sales brochures, 

press releases, business 

rlans, posters, and flyers). 

Others are designed to 

infonn (such as business 

rerons, bulletins, price lists, 

and newsletters). Some 

documents arc meant to 

identify(such as business 

cards, stationery, certitlcates, 

and labels). And stilt others 

rrovide a source of reference 
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(such as directories, lists, 

schedules, event calendars, 

and yearbooks). 

In addition, many documents 

have several purroses. For 

instance, a business 

brochure infom1s an audi-

ence about a particular sub

jeer, bur also seeks to per

suade the reader 10 adopt a 

specific viewpoint. Sin1ilarly, 

a resume needs ro identify 

you accurately, bur iL~ under

lying purpose is to convince 

an employer that you are the 

best candidate for a rosition. 

Whatever the case, defining 

the purpose of your conunu

nication is the first step to 

making appropriate design 

choices for your document. 

- Who is ~our 
intended audience? 

Identifying your audience 

helps you to choose design 

tools and techniques that 

grab the readers' interest. 

Who are your readers? Are 

they peers? Customers' 

Potential cl ients? Bosses? 

llow much do they know 

about the subject? How 

much time are they likely to 

srend reading this docu

ment? What infom1ation 

Publication 
Checklist 

0 What is the purpose of your 
communication? 

0 Who is your intended audience? 

0 What is the image or impression 
that you want to project? 

0 What elements are needed to 
enhance your design? 

0 What are the physical and fiscal 
limits to your design? 

0 Timeframe 

0 Visual elements 
Photos. Art, Logos 



would be of interest to them? 

What format is appropriate 

for this audience? 

As you develop your publi-

cation, take your readers' 

perspective. Consider their 

needs and reactions. Your 

goal is to interact with your 

readers, not talk at them. By 

writing and designing from 

this perspective you will 

grab their attention and con

vey your message clearly 

without wasting space. 

~ What is the image or 
im~ression that you want 
to project? 

How do you wanl your audi

ence to perceive you' What 

is the overall look and feel of 

your publication? Is it fonnal 

or informal, avant garde or 

traditional? Is the content 

scholarly or informal, serious 

or fun? Your document's 

design will detcm1inc the im

pression you project. This 

overall image is supponed 

by your choice of fonts and 

graphic elements, your writ

ing style, and even the qual

ity of paper you print your 

document on. 

..., What elements are 
needed to enhance your 
design? 

Create a list of part~ that will 

go into the final composite 

of your document. Will you 

use headlines and subheads, 

photographs, or scanned 

images? Will there be other 

forms of art1 Will you use 

rules, or borders, or boxes? 

How much text will you usc? 

How many different articbl 

How many pages? 

Once you have a good idea 

of the pieces you need, 

including the amount of text 

and graphic elements, orga

nizing them into an eye

catching page design is 

much easier. 

:-:1 What are the physical 
and fiscal limits to your 
design? 

Ultimately, the design 

element~ you choose must 

be based on realistic and 

anainable goals. What is 

your document's budget? 

Can you afford to produce 

the design you're planning1 

How much time do you 

have-enough, or arc you 

rushed? If you want to use a 

special graphic element such 

as a scanned photo image, 

do you have access to a 

scanner' And can you import 

that image into your com

puter program? 

Giving careful thought to 

answering these questions 

will help you to c/mify the 

scope ofyourproject so that 

you can better understand 

and address !he design con

straints you may face in 

planning and producing 

yourpmtiwlar document. 
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t@nGANIZING 
YOUR DESIGN 
ELEMENTS 

There aren't many hard and 

fast mles for designing your 

document Tn fact, under

standing the general princi

ples and concepts of page 

design and typography gives 

you the basis from which to 

break rhe rules. The impor

tant thing ro remember is 

that tools and techniques 

that are effective in one 

situation might not necessar

ily apply to another-what 

works great for one page 

layout may be inappropriate 

for the next. 

For example, it may not be 

appropriate to use an ornate 

typeface S'UCJf J!S 'rJ{JS in 

a lcncr to stockholders from 

the Chairman of the Board, 

but it may be quite appropri

ate to usc that t ypcfacc in an 

ad for the company's prod

uct. (We will discuss type

face selection li.nther in the 

coming chapters.) 

These general concepts 

will help you make better 

design choices: 

4 Chapter I: Planning and Organizing Your Document 

Appropriateness and 
Relevance 

A successful publication is 

the result of design choices 

that are appropriate and rele

vant to your document's pur

pose. Choose design ele

ments that help the reader 

understand your message. A 

report of serious subject mat

ter, such as a legal brief, 

requires different design 

choices than a children's zoo 

newsletter. When choosing a 

layout or specific graphic 

elcmcnl~, such as logos or 

photographs, pick those that 

supplement your message 

instead of those that merely 

decorate the page. 

(See Example A.) 

Proportion 

The relative size of your type 

and your graphic elements 

should be detennined by 

their importance and their 

relationship to the docu

ment's overall format. Ois-

proportion creates imbalance 

which distracts the reader 

and reduces the document's 

useli.tlness. 

(See Example ll.) 



Example A: Appropriateness 

Lelt: This legal document uses 
a logo in its letterhead that con
veys a formal , distinguished 
impression. 

Right: The pictures chosen for 
this newsletter both entertain 
the reader and communicate the 
underlying message-animals 
at the zoo are interesting and 
entertaining. Try to imagine the 
impact this newsletter would 
have without pictures. 

Example B: Proportion 

On this page, the eagle illustra
tion steals the reader's attention 
away from the legal brief's 
important contents. The dispro
portionate letterhead is inappro
priate to this document's format 
and formal tone. 
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Direction 

Typically, readers of Western 

languages visually scan a 

page from the upper left cor

ner to the lower right corner. 

If a document is more than 

one or two columns wide, or 

if it has several facing pages 

together, this readin,; 

rl~ythm pattern takes on a 

wave like motion-the eye 

moves down from the upper 

left, and then back up again. 

By respecting this visual pat

tern, you optimize the effect 

of the graphic elements in 

J KJII r desi~ n. 

Your reader should be able 

to move through your docu

ment in a logical and easy 

manner. By carenllly placing 

visual design clements, you 

can guide the reader from 

G Chlpter I: Planning and Organizing Your Documem 

relevant point to relevant 

point. If you use graphic ele

ments contrary to this visual 

panem, the reader's eye 

might simply pass over what 

is too difficult or trouble

some to follow. 

(See Example A.) 

Consistency 

When choosing design cle

mems, try to create a layout 

that is consistent with your 

imended purpose and style. 

Use the same margin widths, 

typefaces, type size, para

graph indents, and column 

spacing on every page. 

Repeating design elements 

that help to organize your 

te:x-r and art, such as borders, 

rules, and column size, gives 

your multipage document a 

uniform look and feel. 

If you are producing more 

than one issue of your docu

ment (for instance, if you are 

producing a monthly 

newslener) it is even more 

important to maintain a con

sistent page design. In some 

cases it might be appropriate 

to create a completely 

redesigned publication for 

each new issue, but in gen

eral, establishing a uniform 

look and feel gives your 

publication an identity that is 

more easily recognizable to 

your audience. 

(Sec Example U.) 



Example A: Direction 

Examine these two samples 
and see which page layout is 
easier to loll ow. 

Example B: Consistency 

Consistency need not be boring. 
Imagine that the owl is the only 
art element on every page: it 
would make you think this news
letter was only about that partic
ular owl , not an entire zoo. As 
you look at the two facing pages 
of this publication, notice how 
the collection of related illustra
tions-the dramatic, graduated 
border spanning the base of 
both pages, and the uniform col
umn sizes, margins, typeface 
and styles-give th is newsletter 
a consistent format and a more 
cohesive design. 
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Contrast and Color 

Contrast is the juxtaposition 

of dissimilar visual elements 

011 a page. 

Balancing rype and orher 

graphics with the surround

ing blank areas (called 

"white space") gives your 

publications varying shades 

of color. In the black-and

white world of laser-printed 

documents, color is the 

degree of difference 

between the '·lightest" 

elements on a page, and the 

'·darkest." Effective use of 

contrast and color is one of 

the the most persuasive tools 

to set the tone for your com

munication. We will be dis

cussing the use of contrast

ing elements throughout 

this book. 

Squint as you view this page 

and you will stop seeing the 

printed words a11d begin to 

see the underlyiug color of 

the pa,qe. 

(See Example A.) 
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Restraint 

With the increasing power of 

today's computers, it's easy 

to overuse the design capa

bilities you have at your fin

gertips. Clarity, organization, 

and simplicity are as critical 

to your page design as they 

are to your sryle of prose. 

Remember that design 

choices should not distract 

from your message, but 

instead, should support ir. As 

was discussed in the section 

on consistency, for example, 

it is best to stick to a few 

carefully chosen typefaces, 

styles, and sizes. Too many 

typefaces can dive1t the 

reader's aTtention from your 

intended message. 

(See Example 13.) 

Final Details 

Before you print your 

finished document, be sure 

that you have checked for 

any last minute details or 

mistakes that you may have 

missed. Pay anention to the 

small design flaws that can 

sometimes ruin an otherwise 

attractive page. And take the 

time to proofread your docu

ment, especially for punctua

tion and spelling errors that 

your computer's spellcheck 

program might miss. 

Example C shows some 

common design flaws to 

look for. In the trouble

shooting chapter at the end 

of this book, we will discuss 

how to avoid many of these 

annoying e1rors of page 

design and font usc. 

(See Example C.) 



Example A: Contrast 

Low-contrast documents, such 
as this Jell example, have lillie 
variation between light and 
dark. In this case, the long 
blocks of text lend to darken the 
page, creating a low degree of 
color and contrast lor the 
reader's eye. High-contrast doc
uments, like this zoo newsletter, 
have a lot of variation in color 
and tend to be more lively and 
inviting -with dark areas, such 
as the picture and text blocks, 
offset by lighter areas with little 
or no type or graphics. 

Example B: Restraint 

Notice how this legal brief has 
become jumbled and confusing 
with too many typefaces on the 
same page. It's easy to get dis
tracted from the text as you 
wonder if information in one 
typeface is more, or less, signif
icant than information In 
another typeface. 
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Check for: 

Letter spacing 

Word spacing 

Kerning 

Rivers of white space 
,. 

' 

Example C: Final Details 

"Proofing " your pages before 
you print is just as vital to the 
success o 
proofread 
lent. Just 

I your document as 
lng your text lor con
as a passage of text 

suffers fr om an unclear writing 
r document can suffer 
propriate design 

style, you 
from inap 

0 Typos t hect All. .• jg• 
choices or unde
lected flaws. Chect ... 

0 Visual rhythm Chcct Selection .•• XK 

Spell Word ... :lilY 
Spelling Options ... 

lnslnll Dlttlonnrl es ... 
User Olctlonnry ..• 

Ruto Hyphennte 
Hyph. [Hceptlons ... 
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CHAPTER 2 

~PLE GUIDELINES 
FOR TYPOGRAPHY 
AND FONT USE 

This chapter will present 

guidelines and suggestions 

for properly using typefaces 

and font~. We will explore 

the most important typo

gmphic mles in order to 

make your documents work 

more effectively and look 

more professional. 

Typeface and Font: 
What's the difference? 

At some point the question is 

bound to come up: What is 

the difference hetween a 

"typeface" and a "font"? 

While there may always Ill: 

some confusion in the 

TYPOGRAPHY 
AND FONT 
USE SHOULD 
ACHIEVE FOR 
THE READER 
WHAT VOICE 

professional world concern

ing concrete definitions, 

it's easiest to remember that 

a typeface is the design 

for a family of charJctcrs and 

symhols which share a 

common style, such as 

Helvetica or Palatino. A 

font is the specific size and 

variety of the actual letter 

or character in that family 

(for example 12 point 

Helvetica Bold, or 10 point 

l'alatino Italic). 

11 



7)pefaces can be classified 

into tiro groups: serif and 

sn ns se1ij 

T T 
Serif Sans Serif 

Those small accents at the 

ends of the strokes of the 

letters are serifs. Fonts that 

do not have these accents 

arc "sans" serifs. 

In general, serif type is 

considered more readable 

while sans serif type is more 

legible. For long passages of 

text, readability is the most 

important factor. On the 

other hand, text that stands 

alone, such as a headline or 

call-out. requires a typeface 

that is more legible. 

12 Chapter 2: Simple Guiddin"' for Typogr.tphy and Fom L'St' 

Consider the headlines in the 

following example and 

notice which is more legible. 

Of course you can read both 

of these, but which one is 

more easily recognizable? 

Wanted! 
Dead or 

Alive. 
Serif 

Wanted! 
Dead or 

Alive. 
Sans Serif 

(See Example A.) 

T1y to avoid using more 

than tu'O t)j>efaces on the 

samepnge. 

This is when the distinction 

between a font and a type

face becomes important. It's 

fine to use several sizes, 

weights, and styles of the 

same typeface family on the 

same page. In fact we will 

see how fonts such as bold 

or italics can be a very effec

tive design choice for adding 

emphasis-ifthey are in the 

same typeface family, and if 

you use them judiciously. 

If you wam to usc more than 

one typeface, a good combi

n:nion to choose is sans serif 

for your headings and serif 

for your body text. Uut using 

more than two or th ree 

typefaces on the same page 

becomes confusing and 

awkward for the reader. 

Take it easy on the different 

varieties of the same type

face. Too many typefaces 

and styles on the same page 

can turn your document into 

a ransom note. Consider the 

following example for its 

oventse of typefaces. 

(See Example U.) 



Example A: 
Serif and sans serif body text 

Read these paragraphs and 
consider which one reels easier 
to read . 

Example B: 
Too many typefaces 

Left: There are too many fonts 
battling lor your atlention. 

Right: This ad is much more 
eHective and straightforward in 
communicating its message 
when it simply combines a 
Futura headline with Garamond 
Condensed body text. 

Readability means using type that is easy 
to follow. Many studies have shown that 
serif type is easier to read in long blocks 
of text, for many reasons. Remember that 
readability is usually more important in 
lengthy text, such as books or busi11ess 
reports, but even in these two short para
graphs, you should be able to get a sense 
for the differences. 
Serif 
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Legibility refers to the ability to recognize 
the characters w ithin the text. In order for 
a short block of text to stand out in impor
tance. it should be distinctly legible at a 
quick glance. Sans serif text is best used 
for display type such as headlines and 
signs b ecause of its inherent legibility. 

Sans Serif 
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Another important guideline Creating Emphasis with an unprofessional look to Bold type is best used for order to attract attention or 

to follow when choosing Type Styles your published document. It headings and subheads. to emphasize a headline. But 

typefaces is to avoid combin- 1)pe styles can add emphasis also destroys the uniqueness Type set in boldface adds don't overdo it. 

ing rwo serif or t\\'0 sans serif or contraslto a parliwlar of a given typeface. A better emphasis and authority, and 
Outline or Shadow type 

fonts on the same page. For typeface. choice for emphasis is either is a g<x>d choice when you 
styles are ornamental fonts 

instance, rwo blocks of te>.1 italics or boldface. need a strong contrast of 
and are rarely used in most 

set in similar typefaces on 
Most word processing or 

light and dark text. 
page design programs give italics should be your first siruations. Unless you have a 

the same page often lack 
you these style choices for choice for putting emphasis ALL CAPS works fine for specific reason for using 

enough visual contrast to be 
creating emphasis or con- on a single word, or passage some headings, but should them, try another stylistic 

distinguished from each 
trast: Underline, flalics, within the body text. It is be avoided in longer lengths choice to emphasize your 

other, and therefore leave 
Bold, ALL CAPS, Shadow, also effective in indicating of text. Type set in ALL C.APS text. If you do use them, do 

the reader confused. 
and Outline. irony or humor, and in is difficult to read because it for a few short words that 

(See Example A.) suggesting casual emphasis. the characters all look the stand alone on the page, 
Don't underline unless there 

same, and the reader must such as a headline or logo. 
is a very specific need for it. 

work harder in order to 
t:nderlining is a throw-back (See Example 11.) 

recognize the words. It's OK 
to the typewriter and lends 

to use all caps sparingly in 
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Example A: 
Similar sans serif fonts 

In these side by side para
graphs, notice how the two sans 
serif fonls compete wilh each 
other for allention. There is not 
enough contrast between the 
two faces to create any kind of 
emphasis. Instead, the two 
types are in subtle conflict with 
each other. 

Example B: 
Dille rent type styles 

Look althese paragraphs. 
Notice how each stylistic choice 
lends unique emphasis and 
visual contrast. 

Helvetica and Avant Garde, 
both sans serif fonts, are poor 
choices to include together on 
the same page. Notice the 
distinct differences in the let
ter shapes. Helvetica has a 
simple, readable quality to it; 
while Avant Garde is more 
modernistic and geometric, 
but less readable. 

Helvetica 

Ty:j2Qgra~hy: and Typography and 
font use should font use slwuld 
achieve for the achieve for the 
reader what reader what voice 
voice tone and tone and illflec-
inflection cqn- I ion convey to tire 
vey: to the lis- listener. See /row 

Underline Italics 

Using these typefaces on 
the same page is confusing 
to the reader's eye. You 
should choose typefaces 
that either provide visual 
contrast to the page or 
add emphasis to the text. 

Avant Garde 

Typography TYPOCRAPHY Typography 
and font use AND FONT and font use 
should achieve USE SHOULD should ach ieve 
for the reader ACHIEVE FOR for the reader 
what voice tone TH E READER what voice 
and inflection WHAT VOICE tone and 
conveytothc TONE AND inflection con-

Bold All Caps Shadow 

'I}rpography 
and font use 
!lhould achieve 
for the reader 
what voice tone 
and inflection 
convey to the 

Outline 
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Alignment 

Choosing the rig/it alig11ment 

of ~ype will set the tone and 

feelingforyour dowment. 

Flush-left alignment w·ith 

a ragged right edge provides 

an "open,'' informal feeling. 

It is generally considered 

the most readable of line 

seuings. 

13ecause justified columns 

are uniform in length, they 

can "darken" a page by 

eliminating the white space 

surrounding the ragged 

edges of text. 

Be careful in choosing 

justified columns. Justified 

type can sometimes create 

large gaps of white space 

between words which 

reduce the readability of 

yourtext. You can steer clear 

of this mistake by avoiding 

overly narrow, justified 

columns that allow for only a 

few worcb per line. 

Cente1ing tends to create a 

fonnal tone and is frequently 

used for documems like 

invitations and official 

announcemenb. Avoid 

centering long blocks of text 

as this forces your reader to 

search for the beginning of 

each line. 

(See Example A.) 
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Proper Spacing Between 
Letters, Words, and 
Paragraphs 

Too much space between 

ce11ain tellers ca11 r<?duce tile 

readability of a word. 

Sometimes there appears to 

be too much space separat

ing certain pairs of letters. 

For example, this effect can 

be particularly apparent in a 

headline with an uppercase 

"\V" next to a lowercase "a, .. 

or an uppercase "T" next to 

a lowercase "o. ·· 

lleducing the space between 

lener pairs can improve the 

clarity and readability of a 

given word or group of 

words. This is accomplished 

through keming. 

Keming is the adjustment of 

sfJace betU"een selected pairs 

of letters. 

If your computer program 

allows you to kern pairs of 

leners, take advantage of this 

capability to improve the 

legibility of your type. By 

adding or subtracting space 

between certain pairs of 

letters, you can make the 

entire word or semence 

easier, or harder, to read. 

(See Example B.) 

Keming is also essential to 

improving legibility when 

setting white type against a 

solid background, called 

re11ersing. 

(See Example C.) 



Example A: 
Alignment 

Here are three examples of 
aligning your text. Notice how 
each paragraph conveys a 
different impression. 

Example B: 
Various kerning samples 

Kerning certain pairs of letters 
can affect the readability and 
legibility of a word, or a line 
of text. 

Example C: 
Kerning reverse type 

Kerning is critical to the legibil· 
ity of reverse type because 
many typefaces become difficult 
to read when placed an a black 
background. Proper letter 
spacing allows the eye to easily 
adjust to the contrast between 
type and its background. 

Typography and 
font use should 
achieve for the 
reader what voice 
tone and inflection 
convey to the lis-

Flush lett, ragged right 

kern kern 
Very loose Loose 

Kerning 
. 
Improves 
legibility 

Good 

Typograph y and Typography and 
font use should font use should 
achieve for the achieve for the 
reader wha t voice reader what voice 
tone and inflection tone and inflection 
con vey to the lis- convey to the lis-

Justified Centered 

kern kern kern 
Normal Tight Very tight 

Too tight 
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Papagpaph Spacing 

Adding space berween 

paragraphs makes it easier 

for the reader to find the 

nex1 parJgrJph and creates a 

sense of openness on the 

page, t.hus increasing the 

readability of the text. 

(See Example A.) 

Type Size and Leading 

T)pe size affects the read

ahilizy of your text. 

As a general mle of thumb, 

body tex1 is easiest to read 

when set at 9, 10, 11 , or 12 

points. Long passages set in 

smaller type, such as 7 or 8 

points, can be too difficult 

for the eye to focus on. 

I Io~·e\·er, which size of type 

is best to choose changes 

from one typeface to 

another. Different typefaces 
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of the same size vary in read

ability. Note, in Example 13, 

how the same size type 

appears larger in some 

typefaces than in others. 

(See Example 13.) 

Compared to the rest of the 

page, type size should 

always be proportionate to 

rhe importance of your 

message and t.he amount of 

white space a\·ailable. Small 

type noating in an ocean of 

white space is lost to the 

reader's attention, and 

appears unimportant. 

(See Example C.) 

Large rype crammed into a 

small or tight space becomes 

roo imbalanced and difficult 

to read. 

(See Example D.) 

The muount of spaci11g 

between lines of l)pe, called 

leadi"g , affects overall 

legibility. 

Most word processing or 

page layout programs have a 

means for adjusting the 

amount of line space-

usually found in a -Para

graph" menu. A good mle of 

thumb is that the line spac

ing should be about 20% 

larger that the type size. For 

instance, if your rype size is 

12 points, your leading 

(pronounced ledding) 

should be about 14 points. 

This is a ratio of" 12/ 14." Try 

to use minimal leading for 

shonlines of tex1 and 

incre-Jse the leading as the 

line length increases, keep

ing in mind the optimal 

readabiliry of your text. 



Example A: 
Paragraph spacing 

The distinction between these 
two paragraphs becomes more 
apparent as the space between 
them is gradually increased. 
Proper paragraph spacing 
makes it easier for the reader 
to move from one paragraph 
into the next. 

Example B: 
Typeface dillerences 

These paragraphs are all set in 
10 point type. But notice how 
some laces appear bigger than 
others. 

Examples C and D: 
Type size readibility 

Typography ami font Typography and font Typography and font 
use should achieve for the use should achieve for the usc should achieve for the 
reader what voice tone reader what voice tone reader what voice tone 
and inflection convey to and inflection convey to and inflection convey to 
the listener. the listener. the listener. 

See how each para-
See how each para-

graph add~ a different Sec how each para-
shade of gray, or "color .. graph adds a different 

graph adds a different 
shade of gray, or "color" 

No paragraph spacing Yz line paragraph space 1 line paragraph space 

Typography and Typography and Typography and Typography and Typography 
fonl use should font usc should font use should font use should and font use 
achieve for the achieve for the achieve for the achieve for the should 
reader what reader what reader what reader what achieve for 
voice lone and voice tone and voice tone and voice tone and the reader 
inflection convey inflection con- inflection convey inflection convey what voice 
to the listener. vcy to the lis- to the listener. to the listener. tone and 

Futura Light Palatine lTC Garamond Helvetica Bookman Demi 

1\cl),)' 
1 . ."-00\}<1"1' 

Mw mt? 

Run! Before 
I Devour 
the Entire 

Page! 

Typography 
and font use 
should 
achieve for 
the reader 
what voice 
tone and 

Futura Extra Bold 
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Reducing the leading in 

headlines often improves 

their appearance and read

ability by closing the gaps 

between the lines. 

Squint your eyes at the 

paragraphs in Example A 

and sec how much lighter 

each paragraph becomes as 

the leading increases. 

(See Example A.) 

The Colo~ of Type 

~)pography a 11d font use 

should achiew for the reader 

what /JOice tone and inflec

tion COIIU~)' to the listener. 

Though your LaserWriterN 

produces document> in 

black and white, typeface 

and style give '·color" to the 

printed page. Color in this 

sense means the overall 

tone, or texlllrc, of a block of 

tex1. l.ly selecting different 

typefaces, weight, or styles, 
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you control the amount of 

contrast between the type 

and its surrounding white 

space- thus giving color to 

your page. 

These choices help in creat

ing emphasis. and in deter

mining rhe visual impact and 

the overall mood of your 

page. Depending on the size 

and style of a particular 

typeface, your document can 

become more readable and 

persuasive, or- if the type

face is illegible- the mes

sage will be lost. 

The paragraphs in Example 

R illustrate the variations 

between light and dark 

typefaces. The first group is 

from one typeface family, 

Adobe Stone Serif, and 

demonstrates how variations 

in a font's style change the 

page's color. The second 

group shows how different 

typefaces on the same page 

have differing degrees of 

contrast. Notice how each 

paragraph adds a different 

shade of gray, or "color" 

to the page. Think of the 

surrounding white space 

as your paleuc, and your 

selection of type as your 

paint choice. 

(Sec Example 1.1.) 



Example A: Leading changes 

Extra leading can improve the 
readability of body text by 
opening up the page , reducing 
the "darkness" of the text, and 
allowing extra white space to 
frame the text. 

Example 8: Color of type 

Various 1 D point Adobe Slone 
Serif styles 

Mixed 10 point typefaces 

Typography and fom 
usc should achieve for the 
reader what voice tone 
and inflection convey to 
the I istener. 

Sec how each para
graph adds a diffcrem 
shade of gray, or "color" 
to the page than another 
paragraph docs. Think of 
the surrounding white 
space as your palette, and 
your selection of type as 
your paint choice. 

8 point type, 8 point lead 

Typography and font 
usc should achieve for the 
reader what voice tone 
and inflection convey to 
the listener. 

See how each para
graph adds a different 
shade of gray, or "color" 
to the page than another 
paragraph docs. Think of 
the surrounding white 
space as your palette, and 
your selection of type as 

8 point type , 9 point lead 

Typography and font 
usc should achieve for the 
reader what voice tone 
and inflection convey to 
the I istencr. 

Sec how each para
graph adds a different 
shade of gray, or "color" 
to the page than another 
paragraph dues. Think of 
the surrounding white 
space as your palette, and 

8 point type, 10 point lead 

Typography Typography Typography Typography ami 
and font use and fonl use and font usc font use should 
should achieve should achieve should achieve for the 
for the reader for the reader achieve for reader what 
what voice tone what voice the reader voice tone and 
a nd in flection tone and what vo ice inflection convey 
convey to the inflection con- tone and to the listener. 

Roman Semibold Bold Italic 

Typography and Typography and Typogr.1phy and Typography and 
font use should font usc should font u~e ~huu ld font use should 
achieve b the achieve for the achieve for the achieve for the 
reader what reader what reade r whar reader what 
voice lone and voice tone and voice tone ;md voice tone and 
inflection convey inflection con- inflection convey inflection convey 
to the listener. vey to the lis- to the listener. to the listener. 

Futura Light Palatino lTC Garamond Helvetica 

Typogmphy Typography 
a rul font use and font ri.Se 
slrou/d achieve slroultl 
for tile reader aciJicve for 
wllat voice tone tire reader 
and inflection wlurt voice 
convey to tile tone '"'d 
Semibold Italic Bold Italic 

Typography Typography 
and font use and font use 
should should 
achieve for achieve for 
the reader the reader 
what voice what voice 
tone and tone and 

Bookman Demi Futura Extra Bold 

Chapter 2: Simple Guidelines fur Typography :~nd Fom lise 21 



CHAPTER 3 

~KING THE RIGHT 
DESIGN CHOICES 

Creating anractive and 

effective documents requires 

a working knowledge of the 

fundamental elements that 

compose a page. In this 

chapter we'll discuss the 

elemenL~ of page design 

and layout, and how to 

best use them in your docu

ment. We'll discuss how to 

determine the most appro-

priate page layout for your 

purposes, then show you 

how to organize the visual 

elements on your page in 

order to successfully com-

municate your message. 

23 



dfHE TOOLS OF 
ORGANIZATION 

Page organizing tools are 

jimdamental to the overall 

stmcture of your pnge design 

and layout. 

Whether you are writing a 

resume. a company newslet

ter. or a sales brochure, 

effective page layout 

requires careful planning. 

just as an architect draws 

blueprints to plan a building, 

you need to use page orga

nizing rools to plan your 

page. With your blueprint 

as a guide, you can then 

choose the most appropriate 

text and graphic clements 

to help your reader move 

from one point to another 

in your document. You 

should use elements to help 

your reader quickly locate 

infonnation, and determine 

what's most important. 

24 Chapter 3: Making the Right Design Choices 

Grids 

By creating grids, you 

define where to put thing~ 

m1thepage. 

The ~1id is the organizational 

framework for designing 

your page. The tenn "grid" 

may sound like technical 

jargon. but a grid simply 

describes the organization of 

space on the page. Think of 

grids as a v.·ay of dividing 

your page into regions 

where you designate the 

placement of text, display 

type, artwork, or other 

graphics. Choosing a particu

lar grid pattern detennines 

the number of columns, 

margin size, placement of 

headlines, subheads, art, and 

other page elements. 

Another important advantage 

of designing with grids is 

that you can preset your 

layout, and then reuse it 

v.·ith minor ,·ariations. This 

allows you to maintain plge

to-page consistency when 

designing a multipage 

layout, such as a tri-fold 

brochure. 

77w most.fundamenta/fJart 

of n grid. thecolzmms, 

organize lex/ and other 

visual e/emellls on the flliJ{e. 

(See Example A.) 

Why ore orids so useful? 

People usually prefer to read 

shorter lines of te:-..1 rather 

than longer ones because 

less effort is required for the 

eye to move from word to 

word. Consider how difficult 

it would be ro read a one

column wide newspaper 



Example A: 
Grid columns 

Even the simplest, 
text-only documents 
can be seen as 
having an underlying 
grid pattern. In these 
examples, the grid 
pattern ranges from 
one column of text, 
to five columns. 
These columns are 
the regions into 
which your text and 
other graphic ele
ments are placed. 
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where the articles span the 

em ire width of the page! 

You would be forced to srarr 

reading at the top, wirhour 

the freedom of scanning the 

page for various articles or 

picn~res of inreresr. 

Dividing your page into 

smaller, more digestible 

sections enables your reader 

to move more easily from 

poinr ro point, and allows 

you ro use graphic elemenrs 

to guide the reader"s eye. 

Remember that the reader's 

nan~ral tendency is to scan a 

page from the upper left to 

the lower right. You can use 

grids to rake advantage of 

this tendency. 

Not all colunms on a page 

have to be the same width. 

You can create good looking 

public:ations by varying the 

colmnn width within a 

multicolumn grid. In Exam

ple A, this five-column grid 

lends itself to a variety of 

column amtngemenL~. 

(See Example A.) 
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Using Visual Elements 
to Communicate Your 
Message 

Once you have organized 

your available design space 

with grids, you can create an 

even stronger visual frame

work by employing the two 

primary visual elemelll~ 

graphics and type. 13y bal

ancing text with graphics, 

you give the reader an 

obvious and compelling 

starting point. 

These are the most useful 

visual clements to consider 

when designing your page: 

• Appropriate design 

choices about text-from 

rype size to the location of 

headings and subheads

help you draw your 

reader in. 

• Al1 and photography help 

illustrate your text b)' 

creating a mood, by 

providing additional 

information, and by 

setting the overall tone. 

• Chmts, graphs, and other 

statistical elements can 

condense pages of infor

mation in10 small spaces. 

• Rules, borders. boxes, 

initial caps, bullets, 

arrows, and other graphic 

devices all serve to create 

strong organization. 

which guides the eye from 

place to place. 



Example A: 
Various 5-column grids 

These samples demonstrate the 
flexibility you have in choosing 
the placement of text and 
graphics on a page. All of these 
layouts are based upon a live
column grid, but the arrange
ment of text columns, photos 
and art, display type, and while 
space gives each document a 
different look and feel. The most 
important reason lor using grids 
to arrange your page is that it 
allows you to design the most 
appropriate layout lor your 
specific communication needs. 
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:o/tiniNG THESE For instance, in order to use OncScanner automatically The Resume (before) The placement of the appli-

TOOLS TO WORK photogr-.tphs, you may need adjusts itself to provide the cant's name and address in 
While all the pertinent infor-

We will look at four types of 
access to a scanner, ami a highest resolution at the time 

mation may he included in 
the upper left helps to 

documents: a resume, a 
word processor or page you scan in your in1age. 

this resume, there are few 
quickly dmw the reader into 

press release. a business 
layout program which can 

Nevertheless, the capabilities clear visual clues to help 
this page. The name is set 

presentation, and a company 
import scanned images. 

of your computer and the the re-.tdcr pick our the 
in bold, three poinL~ larger 

brochure. While each of 
than the rest of the text for 

However, if you are progr-.tm you arc using limit in1portant poinL~. 

these publications obviously designing your documenL~ only your range of choices, 
added emphasis. 

(See Example A.) 
has a different purpose, we'll with the aid of the not your ability to produce a The subheads arc set in bold 

examine how they use the Apple OneScannerTM and bener document. Whether The Resume (after type for b~rter emphasis. 

same organizational and the high quality output of you are creating a simple makeover} "Hanging" them into the left 

design tools to achieve their a l.aser\Vritcr primer, all document, such as the press The one-column tex1layout margin distinguishes them 

purposes. We'll also see how you will need is an applica- release. or a more complex is similar to the original from the te::-.1. and makes 

much more effective these tion that allows you to one, such as the brochure, resume, but note the addi- them easier to locate. 

documents are when impon or paste in scanned the basic premise of good Lion of an ex1ra wide left This vertical mle pushes 
redesigned ~·ith the tools images. You will not design is the same: margin. The empty white your attention back toward 
we\·e discussed so far. need to adjust the poor space of this margin frames the subheads, and keeps Effective and afJfJToprinte use 

Some of the design clements 
quality of your photos by 

of visual eleme11ts will the more imponant textual your eyes moving on to the 

in the following makeover 
manipulating them with 

imp1vve your document's information while, at the next block of information. 

examples require design 
another photo retouching 

appearance, and thus com- same time, giving the eye 
program because 1 he (Sec Example B.) 

capabilities beyond cenain municate your message space to "rest" on the page. 

word processing programs. more clearly. 
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Example A: 
ResumA (before) 

Jo nath u 0 . Puollc 
1234 Any"here Stree t 

Urb:~n Was teland, NV 00700 

l ntcrdu m yolgu s 
Rectum vtdot. o~t ubi pcee :tt . $1 vote res 1!3 mlr.1tur l~udAtque poet.n, ut 
nihil ontoloral. nihil llll~ eomp:trct, crr a.t. 51 quncdttm nlmts anllque. sl per· 
uquo duro dicere credit co:.. lgnavo multa lototur. ot saplt ot mecum l<lc:lt 
1111 !ova u,HhCOI aequo. Non Qquidom ln!.tcctor dclcnd.wo carmln.l Llvl eue 
reur, mq1mm quoo ptogo:;um mihi par\10. Orbillum dict;uo: :;od omond\113 
vidor! pulchraquo ot oxac:Us minimum dlstanlla mlror truer qul'e VII bum 
omlcult !)I lotto decorum. ot sl versus pilule eonelnnlor unus et ~ller, 
lnlustc totum duclt vonditquo pocm:t. 

t.adlgnor qylcquam reprehend! 
Non quia eraue c:omposltum lllepedeve putetur, s•d quia nuper, nee veni· 
o.m antlqul&, sed honorem el pr aemla posc:l. Recftt n111cne crocum llo· 
rcsquc pcrambulet Anae tabula &I dubltt!m, C:l1'mttnt perllsse pur:lorem 
c:uncU pacno patres, ea cum reprehendt!rtl cont~r, qu~te gr~vla Aeaopua, 
quu doctua Ro&clu& eglt; vel quia nil r ectum, nisi quod placult slbi, 
ducunt , V81 quia lurpe pulanl parer• mmoubus, el quae rmberbes duhcoro 
at~~n8a Quod sltam Graecrs novrlas mvrsa lurs:tet quam nObiS, quuJ nunc 
aaAel vatu a? Aut qurd habere! quod lege rei lererelque vruhm, 

U_Lp_rlrru..rm posltl s n ug~rl 
Oro.ocro bclhs cocp11 ct in vilium lortuna I~ bier :t.equ~. nunc ~ttlletarum 
studus, nunc Or$11 cquorum. marmoti!; :t.ut oboris labroa 3ut aerls amavlt. 
trbicinrbus, nunc c~t g::~v•sa tt:t.gocdis; sub nuttice puella lnterdum volgus 
rectum vrdot, o~t ubi pecco.t. Si vote res it:t. mir:t.tur laudatque poet.!'&. ut 
nll'lll antehttlll, nil'lll IIIIa compare!, err at. Si qua edam n1m1s antraue. sr per· 
Aque dure dlcer• cr11dll 11os, ignave mulla latetur, at sapit el mecum IMCII 
et tova ludlclllt aequo 

Non equldem lnuctor 
(JIIendave carmine l.rv1 •nu reor. mem101 quae plogosum mrhl porvo 
Orblhum diCIIIe, ud emendlilhll V1deu putchrequa ot exactrs mrnlmum dl~· 
t anua mlror. Inter Quae verbum ttrntcutl St lortfl decorum, et S1 versus 
p111u1o concinnlor unua a t uller. tmusttt totum ducrt ¥&fldrtque poema. 
lndlgnor quu:quam roprehendt, non qu111 crune compostlum rllepedevc 
pututur. ted quillll nupor. noc vonlam nntiqul~. ~od honorom ot pr:.omlt'll 
poact. llucht nucr'lo crocum llorosQuo pcrambulol Auo.o f o.bula sl dubhom, 
clemerrl Pllllrasv gu iJorum cunctr pllt!nO patros, oo cum roprohondcrc 
coner, QUMtt ~rttv•a Aesopu9 , Quae doclus Aoscu•s cogrt, VGI quio. nil roc· 

Exa mple B: 
Resume (alter makeover) 

"-tloao O. Mic 
l ll-l Anywhere Strm 
Urban \\'il)!cl.uw.J, NY 
00700 

.. , ... .....,., 
l«h•ln vid..C, fl'.lllt-i rt'\-"nL 5J Vtlftft 11.1111\!Utw tluJ.tqw pcctu, Ul r.llul 
,r,trifrt.t.I'IIIIU Wu comJ"'of'1:,fTUI 5i ~m 1\lrnis anriqur ... r""f.tqlll'<fu"' 
~~Cftlltltt""'~""'fl'llll1.11•1t'fi.",'1-.J"1111""~"ml ... lttilo"' .. ""'I"AI 
"""['"' ,....,, .. , ........ ,_~t"'' ......... i.WIA0...,, .. , ,~,,- ... _.. •• , ....... 1'1~ 

t-.Lo~r--l"t""'"O.I..I,ull>.lo.Lotr,....J~u • ...,..,tp&N~ft 
.. y,.--r...,......_ul'ftJ-ti.II'I'II.MIMnlliUOfvwrbwnii"'I'JN>tNiort~J«onun.rt 
it WI'W6 p.tu.loconnMkw ""'"" n .art. ilriNMt IONin dudt v~ J'OIIN 

.................. 
~Cflcpi.l~"""~dlo'f'I•"..,.,_1U(, .. <Jol"' .. ""l•"-""' •-
~""l""...,_o1jlf-l•,..olto•.,.....,-,,.....,.,.n,~fW .. -
~Att..f.ob!WwJw.n.,~P'f"ll""~'""(.WI(UJIA"'IfJ'UI'tt,t• 
NM~CIC.WtquM'piYb"-'fw Cf'IM'domMI ~1'-pt; •T'I 
~flll~,..q.ot-.J~·~ ........... -.M~O,.....IOI<l'"'l- ......... 
_...._..., ... .,...... ..... .,, • .,.J..J,.nr--O.,.dwLoofiC" ....... •-•1.4oA..,\Uol 
1..-....,.,.. ..... .,.J IWIIIt-1-.n.J Autqwoi hdwrtquc;J ...,nd=«• ....... ~ 

"'_,......,.. 
Cot_..,.h.q .. .,.,... ... HI\._f.,I ..... LJI_....,....._..thlrut-.r..J.a. 
_..,..,.~ ... ,-• • w.toor.t.ton:.• .. Mt• •m~I"M.tihdnobw. 
JI\IIICttllol,......tr•~Nbflvtrk'f~-...rprwtWI'~oftll 
uhJ'"UI !ll...-..... lftllatl•r.•od.oloi'"'"I' "V..ut ...... l• ........ .oi,...Wolloo. .. _,... ............ "'"""'""t.----......... , ... .,......a-.a ....... , ....... ,_ 
'IP'"'"...tt..t .. lo1\II."' ... P<If'l--t.alirtt.:.. .. ~t~ .. _ ..... 
dtlorftdJiwCUWN~Livi-IWil,lr't(!r.U!I...-~nuhlr-nuUrt!LI&om 
~~~lll~~l\r·r-o·t ...... , ......... ....- ................... .. 
IM'r•f'..,..'...tlo'"".-"""'t.oor..""o.,_ti.,,,.._,..,., .. ,.,,.,,,.,.. • ...,..., 
rt . 11 ... , .,........, .,~IP'I J ... .r ,~..,. p.~ ln.l4,Mt quorqwm rrpttw.4 
-q..wcr-Qlfi'I~IOGi.''ltf'Ntwf'llln"olt,MiJq-.rJ.aJIIIpn . .-•m .. m 
u.liq-.U"tN~C1f"M'I'I'IMf"''C' ICli.'Wfll'niC'nunrm tlorn<r-wl'".,., 
bWI1AltKI,~111(tllbll"""'-•l.o-"1'11!•..,...,..,..., .. ..,..,..,,...,,, ,_.,wl....,no 
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The Press Release 
(before) 

Ht:re we ~ee a rather bland 

and uninviting documenr. 

The choice of a single type

face and style, plus the 

centered fonnat and the long 

body of te}..1 gives the reader 

no compelling starting point, 

and no assistance in finding 

important derails. 

In addition, rhe wide column 

and small typeface make the 

text difficult to read 

smo01hly from the end of 

one line to the beginning of 

the next. 

One obvious goal of a press 

release is to communicate 

information that the author 

considers vital and/or impor

tantto an audience. Because 

the design of this press 

release does little to grab the 

reader's allention or interest, 

whatever important informa

tion is contained within is 

likely to be lost. 

(See Example A.) 
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The Press Release 
(after makeover) 

The made-over press release 

in Example B makes the 

subject matter inunediately 

evident and uses good visual 

organization to help the 

reader become more 

involved in the document's 

message. 

A photograph (scanned in) 

pulls your attention to the 

top of the page. 

The new headline identifies 

this press release's message. 

The vertical rule above this 

headline pushes your eye 

down into the text while. 

at the same time, "framing' 

the page. 

Bold subheadings divide the 

text into shorter, more 

digestible chunks of infor

mation. 

The typeface for the body 

te..\.1 has been changed to 

Palatine, a "serif typeface, 

which is easier to read than 

the original Helvetica sans 

serif typeface. 

(Sec Example !3.) 



Example A: 
Press release (before) 

Press Rcle.:lso 
Sliver Hawks Named 
Endangered Species 

Quod $1 tam Grooc:•s nov•tas invisil lu•net quam nobts. qu•d nunc: nut 
Yotus? Aut quid tlaborot quod lcgcrct tcrcrotque Ymtim. 

Ut prlmum posit!~ nug:ui Gr.:lc:cio: bcllis coopit ot ln v1t1Um lortunD. IOb•Or 
MQu~. nunc atl'lletorum studHs. nunc arsit cquorum, marmoris avt cbor1t lob rot lliut 
;,.crls omovh, tlblcinibus. nunc est gavisn trugocd1s: sub nutnco puella.lmJrgnor qu1C· 
qu.:lm rcprohondl, non quia crc-;,;:;o compositum lllcpedcvc putetur, sed QUilt nup11r, n11c 
vonlam antiqui,, :ocd honorcm ct prucmia posc1. 

ROCU) nocno crocum l!orcsquc pcr.:lmbulot Attac lobule 01 dub•tom. cia · 
mont pc rUS$0 pudorcm cunctl p.:lcnc patrcs. en cum rcprghcndou~ cone•. quao yrav1s 
A0$0PUS, QU.:lO dOCtU~ ROGCiU$ egit vel quiil nil rectum. Alii QUod piQCUII Sibl. Uucunt, 
vel qui.J turpc putant porcro minoribu.s. ct quo.o imbcrbes dldtcere senes.lnhttdum vol· 
ou• rectum vldet, est ubi pe<:eat Sl vetetes Ita mlr.ttur l3ud3tQuo pocta~. ut n ih il ante· 
lerat, nihil flU& eomp.flret. ertat Sl Quaedam nlmis 3ntique. sl per.1quc ourc dlcoro 
erMtlt eoa. I!]MVe mutfa latetut. et &31)it et mecum f.1cit ot tov3 iudlc31 :aequo 

tlon equldem lnsectot delendave catmln.a llvf ease tiM, memini quAe 
phillgusum m1h1 paJVo Orblhum du:tara; aed emendat.1 vidt1tl pulchraque el exacrls mini· 
mum ditiMniJa mtror. Inter Qua• varbum emJC:uit si torte dM:Orum, et al versu& p.!lu&o 
cvnemmor unu:1 e l altar, inlusle lolum duct! vendtll;ue poema. 

Ouod sl trun Gro.CC1s novtto.s invtSQ fu1Ssct quam nob1t . quid nunc anal 
vctus" Aut quid h3borot quod lcgcrot tcrcrotquc v•r•tlm. 

Gr3Cet3 bollis cocpit ct in vitlum !Ottum:. labt~u uqua. nunc athtatllum 
'tuda,. nuf'I.C :ush oq110rum. m3rmotis aut cbons labros aut o.ous amav•t. ltbtcmtbut. 
nunc est gavtsa tragoedis; aub nutt&ee puena lndlgnor qutequam reprehend!, non qul3 
craue compoa!tum lllepttdeve putetur, sed quia nuper, neG venlam .antiQuls, sed hOn· 
or•m • t pr11 1tmla po&e:l R&ellt neene erocum noresque per.1mbutet Att.ae l.tbula sJ 
dubllem, cl •menl penlsae pudort~m cunei/ paene pat res, ea eum reprehendere eon or, 
QUIO grav11 Auopus, quae doctus Aosclus eglt; vel quia nil rectum, nisi quod pl3cul! 
111b1, ctucunt, \lei (IUUI turptt put11nt pauue m1noubua, el QUilt! imberbes dldicere 
scn~s.lnhudum \IOigus rectum vtdet, est ub1 peccat. 

Sl \ltlhues lhl mualur laudatqutl poet.n, ul nihll ll ntelerat, n ihil IIHA com· 
p;,rcl, em oat. St quacd;am n1m1s ot.niiQUO. :;i peraque dure dicere credit eoJ. lgnave 
mullil latotur. ot sapit ct mecum lac+t et !ova tudtcat lilt=Q ~o~o.Nun equ1dttm tnsector 
dolondo.vo carm•no. l1v1 esse rt:or. memrnt quae plagosum m1hi p•rvo Orb+llum dtcttre: 
sod omondiUQ vrdeu pulchrllqutt et e.uctts m1mmum d1ata nUa miror. Inter quae vflrbum 
omrCUIItllorto decorum. et :101 ... erjui plilulu concmmor unus etltlter, lnlullte tatum 
duclt vcndltquc poom.1 

Example B: 
Press release (aHer makeover) 

hnsRN.H 

Silver Hawks Named Endangered Species 

.. .,.._,_ 
(u-.!-..t., ... t.r-... 'lb ,.,.-,u,..,.,.__<fiM"'~qwdi'IUI'It_.,'ftUt, AirlquiJ N.b.Httquo.J 
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.J.J ....... ...---...J ....... ,. ..... otp.. .... t t_\,tt1.t-.t vltoJ"'<OI ... _'fl"lU--t..~~
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The Business 
Presentation (before) 

TI1is document has a vast 

amount of important infor

mation to convey, and is 

handicapped by a cumber

some collection of numbers 

and statistics. With so much 

complicated detail, it is a 

chore to read this presenta

tion. Much of this report 

could be illustrated with 

graphics, in order to 

make it more palatable 

and understandable. 

(See Example A.) 
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The Business 
Presentation (after 
makeover) 

This presentation becomes 

lively and infommive with 

the use of a two-column 

grid. TI1e te::\.1 is much easier 

to read. 

Newly created or redesigned 

graphs display the statistical 

infonnation in a catchy, 

easy-to-read manner. The 

reader can see the relation

ship between i.mponant 

numbers much more 

quickly, and clearly. 

The larger type and bold 

drop cap give the reader a 

clear staning point. The shon 

introductory parJgraph 

covers the width of the page 

which makes it easy for the 

reader to get into the report. 

The 20% filled border frJm

ing the document visually 

adds to this presentation's 

imponance. 

Adding the logo at the base 

of the document helps 

project a professional 

appearance, and identifies 

the company without over

shadowing the content of 

the repon. 

(See Example 13.) 



Example A: 
Business presentation (before) 

Business Presentation 

= 0000 

""" 
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Example B: 
Business presentation (after makeover) 

R ~~~?,~~~?.,£~o~~,.),;,;,~,,~;u~:.;b~~~~ 
num· t'J~rl ,.,.,u \ ? A ul fJIIid llubnrl lfUOtl lrgr n'l ll'rrrriiJIIf' 

~·iririm. Ut primum posrtiJ nu~arl V rtrtcia bdlis cot pit tt in \'itium 

~\fii.(\U~l.Xt,ut~f'((• 

Cll.SolC1CfUd.&lalfKIIr~potW.· 
..hol~tHt,..holoU...o"""'- .. , .. ~ 
~-·-~ ...................... . 
(fGi.l Mto, ot;Lio\'. -:u f.~~~aa~, tt YpC d 
mK\I:IIIII(.adlct~.l illldaUl...,. 

Nee cqudtmllllcaorckkad.u·t nnuw 
u,, UK rcor. IDn!llftl qu: r:,.,- ahi pat• 
" 'O.hot.ooot.a.. ...... wo.~-...w. ....... ,.... 
~dt:~--ol.o&M!O..

W..rqouc¥n'N:IImlo<. .. toiforwdorcOII"Wa.ft 
uvmar~~-.unahtf,l6! .. ttt 
_.OX'It¥ta;;birip1CpJtfta ~-WB 

-~ 

n~\1>0./•d-
-•-

""~----------... ____ _ 
--·- --

C"on«l .. -&Ut. • • , .... ,.._..,.._ ........ ..., 

....:-uocl\'dlilt.'Autopoj~qgodlct'fftt 

-~= Lt f"'DWWI poaw •JAI'I GRttu bdlu coc-· 
PI"',.'"-"·-~~- ....... 
~.a:t......--1~ 
IIWlnOm M:lt du'l4 f~ Mt .will 

_ . , •• , ..... ....__ ,...,,.. ..... ir~.,.Jo., 
..,...._r~ 

~~rrpnharo;:i.-cr& 
crux~~t~.K.Iq\IU 
""f'C'·""'"~-..,.d~npn_,_, 
kVMCMaoc.ail'klft'IIQ".I("~ 

Aa.x liMta w ~ ctamta rtfi4IC f!Wo
m.~...-r-'"-eoacam~ 
............ p• .. l\.eoo_<pft.t,_-ok,"11b. 

...... _,.,. ........ l • ..,,.., ...... o.l 

~.---.mcpa~PQU=l~ -·-·~~wwn ._...,_...,.P" .... _ • ._..,.f-.:M\o•-""oU 
---~JIOtU'o,Ui n.ibil :anld'a-&. 
ai!alllb~~mu.S•~ci:ml 
--.,..OIII""'Wf'tlfr&ft-.......nN!Ieut.. ,,.., .. _..,.......,_ ... ....,.._.~r • .,...,. 
&oo•oc.Soal...-.'1;(-.~~ 
01-~•""'c..--l.o~•i rae rmf.~qo;;:..w 
~Mpar.o0rtil:ll=4:.c"'...~:e;t(4 

~ridtn~tct\k'DS~ _ ........... _.b .... ~ 
• ....._ .... IQW ... (:I"ft;..-inf-
n~.iaftwt aM~m.mctna-

HATS 

Chapter 3: Making the Right Design Choices 33 



The Brochure (before) 

When designing a newslet

ter, or any other kind of 

multipage publication, don't 

let your art or other graphic 

elemenL~ "fa ll into the gul/er' 

of your page-as is demon

su-:Hed in Example A. Hury

ing the graphic in the fold of 

the page is distracting and 

upsets the overall balance of 

the pagc. 

When designing a document 

with two or more facing 

pages, a good choice is to 

givc each pagc a relatively 

equal balance of te).'t and 

gntphics. In Example A, 

there is linle logic in the 

present location of the art. In 

this case, the boxes sur

rounding the art tend to 

<.reate a sense of imbalance 

and distrJct the eye inward 

toward the gutter of the 

document. 

(See Example A.) 
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The Brochure (after 
makeover) 

The brochure is now four 

columns wide. Expanding 

the grid design creates better 

symmetry between the art 

elements and the text in this 

document. This layout now 

achieves a pleasing visual 

balance between the facing 

pages, and between the 

body text and the surround

ing white space. 

Generally. art helps draw 

auenlion to the re:-..1 it sup

ports. In this case, the illus

trations create a fun and 

nostalgic mood. Wr&pping 

the text around the pictures 

guidcs the reader through 

the article without having to 

stop at each picture. 

The redesigned Litle func

tions as an engaging graphic 

element thar introduces the 

article's purpose. The distin

guishing initial cap and the 

enlarged introductory para

graph effectively mark the 

starting point of the article. 

The side harpresems addi

tional or complementary 

infom1ation and calls anen

tion to itself with more art. 

When designing multipage 

documents, it's best to keep 

facing pages together, and to 

view thosc pagcs as onc 

large layout or ··spread.' If 

you have a progmm that 

allows you to vicw the entire 

page from a smaller perspec

tive (usually called "page 

view"), take advantage of 

that featurc to scc how the 

facing pages of your docu

ment At together. 

(See Example B.) 



Example A: 
Brochure (before) 

Example B: 
Brochure (alter makeover) 

Thtlliq(f')riStw\ 

K==-~=~=--Ar:::-;=.w 
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CHAPTER 4 

~SIGNING IN 
BLACK AND WHITE 
FOR YOUR LASERWRITER 
DOCUMENTS 

Typically, the documents 

you design and produce 

arc primed in black and 

white on a LaserWriter. RUI 

printing in monochrome 

doesn't restrict your creative 

resources. The next L wo 

chapters will show you the 

extmordinarily versatile 

palette of black and white, 

and the many shades of 

gray in between. You'll 

learn to work with contrast, 

grayscale, screens and solid~. 

and scanned images to 

create vibrant, colorful, high

resolution laserprinted 

documents. 

Using basic black-and-white 

design principles and a 

little imagination. you can 

create interesting publica

Lions and discover that 

designing in black and white 

is not only more economic':! I 

than four-color printing. it's 

more convenient and more 

effective for most of your 

purposes. 
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The Visual Elements of 
Contrast and Color 

Hemember that contrJst i~ 

the juxtaposition of dissimi

lar elements and color is the 

degree of contrast between 

light and dark elements. 

Squint as you view this page 

and you will stop seeing the 

printed words and begin to 

see the underlying "color" of 

the page. This is the most 

fundamental of design 

principles and the most 

persuasive device available 

for drawing the readet"s eye 

into a document. 

Mixing heavy type with a 

lighter typestyle, or placing a 

bold headline in front of an 

area of white space, or 

creating a heavy border 

around a block of text, are all 

examples of using commst as 

a design clement. 

(Sec Example A.) 
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Size contrast is govemed by 

the balance of type a11d its 

S1117'0UIIdillg white space. 

In headline type, for exam

ple, enlarging a word or 

even a single character can 

dramatically change the 

visual effect on the page. 

Another example of size 

contrast, ill ilia/ caps are 

designed to dmw the 

reader's anention to the start 

of a passage of text. 

Look at the document 

demonstrated in Example A 

and consider how the initial 

caps (the first lener in the 

body text set larger and 

bolder than the accompany

ing type) call anention to 

the beginning of each indi

vidual section, making it 

easy for the reader to move 

around on the page without 

gening lost. 



Example A: Contrast 

Notice how the high contrast 
between the graphic design 
elements, the text, and the rest 
of the surrounding white space 
makes this page captivating and 
interesting. Squint and notice 
which areas on the page are 
darker, and which are lighter in 
color. 
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Size contmst is also effective 

with relatively small headline 

type surrounded by lots of 

white space. In Example A, 

the headline draws your 

auemion because of an acute 

visual starkness. 

(See Example A.) 

Be careful not to use a type 

or graphic clement simply 

because it creates size con

trast. You don't want any 

single clement on a page to 

overwhelm the rest. For 

example, if your name 

appears in huge 21 point 

bold ar the top of a resume 

that otherwise is set in 10 

rointtyre, there is little 

doubt that the reader 

wouldn't miss your name. 

However, exaggerated type 

disrlay such as this is not an 

appropriate choice for a 

resume because it detracts 

from the rest of the rage. 
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\Veigh/ choice creates an 

illteresling colltrast between 

heavy and light elements. 

One of the simplest forms of 

comrasting heavy and light 

elemenL~ is using bold type 

in a block of normal type. 

Reverse type is an even more 

dmmatic tyre choice, but 

should be avoided in long 

passages of text-because it 

is too difficult to read. 

(Sec Examrle R.) 

Using cwves or straight 

geometric elements is a bold 

and intemsting ll'ny to gmb 

the reader:~ allen/ion. 

Juxtaposing random shapes 

with recognizable shares 

can create a stan ling effect, 

best used to point the 

reader to a specific place 

on the page. 

A striking effect can be 

achieved by combining 

various forms and shapes 

and contrasting them 

against the surrounding 

white space, or by sening 

them against solid black 

or screens of gray. 

(See Example C.) 



Example A: 
Use of white space and contrast 

Here we see three side-by-side 
advertisements. In the middle 
sample, the small headline is 
lost in a sea of white. However, 
the samples on either side show 
better choices lor type size and 
contrast, and are more effective 
at capturing the reader's 
attention. 

Example B: (left) 
Contrast of weight 

In this document, the large, 
bold headline contrasts with the 
surrounding white space, while 
the pictures are equally dis
tributed and balanced with 
attractively placed rules and 
borders that help guide the eye 
from section to section. 

Example C: (right) 
Shapes lor contrast 

Here we see a book cover that 
effectively catches the reader's 
attention by juxtaposing large 
pieces of type and geometric 
shapes across an alternately 
black-and-white background. 
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ffitACK-AND-WHITE shades of screens because decorative type for visual shadow box to create a Rules and Borders 
DESIGN ELEMENTS some typefaces-especially emphasis. It is a simple, yet dramatic, three-dimensional 

As an overall design elemellf, 

Reverses 
small roint sizes-can powerful roo! for grabbing shadowing effecl. You can 

mles and borders are great 
become illegible. the reader's attention. give a new dimension to this 

ways to enhance your lay-
Type or any vis11al elemellf 

When choosing this type of The larger an initial cap, the 
effect by creating a back-

out. Rules can act as a guide 
that appears while in front of 

contrJst, be careful to not more attention it will gather. 
ground and filling it with 

.fbr the eye, or add a touch of 
a black or dark back.gmund 

reverse out large amounts of You should try and match 
different shades of gray. 

emphasis to a headline. 
is called a reverse . Also, by using different 

text, because the eye soon the style of the initial cap 
Depending on the style of shades of gray as a screen, 

Placing an initial cap within a tires of reading. Also avoid with the text style, or use a 
rule you choose, you can 

box gives you many options. reversing out thin, airy type- style that is in complete 
you can give type, or a piece 

of art, more depth and add tbir, or formality, or 
You can pm black type on a faces, like Bodoni or Broad- contrast to the rex!. 

emphasis. even a sense of fun. Be 
gray field, gray type on a way, because they have a 

(See E.xample H.) careful not to misuse the mle 
black field, white type on a tendency to ftll in with the The drop shadow in Exam-

in underscoring type. It 
gr&y field, or-as in Example surrounding black. Shadows pie C was filled with 20% 

looks suspiciously like 
A- white type in black. 

(See Example A.) Shadows give a three dimen-
gray, a subtle effect that is an 

"underlining" if used in roo 

White type can be reversed sional q(fecl to the flat page, 
appropriate choice for this 

many silon blocks of text. 

out of solid black, or it can 
Initial Caps 

drawing the reader's allen-
particular document. If more 

dramatic contrast is needed, (See Example D.) 
be reversed out of a gray Use initial caps sparingly. lion to that area. 

screen at a specific percent-
try filling the shadow box 

age (for instance, 25% gray). 
An initial cap is the ftrstlener For extreme contrast, con- with a higher percentage of 

13e careful with very light 
of a body of text that is set in sider using a 100% black gray, or make it 1QOOA, black. 

enlarged and sometimes 
(See Example C.) 
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Examples A and B: 

Creating an initial cap that 
sticks up or drops below the 
first line of text or placing an 
initial cap within a box gives 
you many options. 

Example C: Shadow boxes 

This shadow box was filled with 
20% gray, a subtle effect that is 
an appropriate choice for this 
particular document. 

Example D: Rules and borders 

This use of rules and borders 
balances the text and art, and 
creates a sense of order on the 
page. If this page didn't have 
any art, however, the same use 
of rules and borders might 
create a fragmented, cumber
some format. 

Example A: Example B: 
Reverse drop cap sample Initial cap samples 
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Example C: 
Shadow boxes 
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ExampleD: 
Rules and borders 
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Scans and Screens image (such as a photograph as marble and cloth for usc 9tfniNG IT ALL scanned in black and white. 

or an independent piece of as background for a title or TOGETHER All of the shell images were 
Some of the specific visual 

elements and techniques for 
artwork) directly into any headline, or to enhance a 

Let's look at the ,·isual short-
first blown up in sizes rang-

designing in a black-and-
application that has the drop cap. 

comings of this ad and 
ing from 275% to 3000,-b 

white environment may 
capacity to store that image. 

In general, a good rule of redesign it using a scanned 
before being screened into 

require the more ad\·anced 
13ecause the OneScanner 

rhumb is: ·n1e better the image to make it work more 
the background. 

abilities of desktop publish-
automatic.ally adjusts the 

original photograph, the effectively. Enhancing the headline and 

ing progrJms, or at least your 
levels of gray before scan-

better the quality of the scan. placing it in front of the 
ning, your image can be While there is nothing terri-

ability to "-"Ork "'ith scanned It is best to use a large pho-
hly wrong with the original 

lightly screened (about 200,6) 
imported into your program 

images. If you have these tograph that has sharp con-
ad from a design standpoint, 

shell elements creates a more 
with the highest possible 

capabilities, the mnge of trast and deu focus. If you 
this makeover sho"·s how 

beautiful and aesthetic 

options a\·ailable to you for 
quality. This means that you 

can, use an 8 x 10 photo- image. Considering that this 
much more noticeable and 

creating eye-catching visual 
can inunediately use d1at 

graph (even if you must have ad is encouraging the reader 
image and avoid the compli- interesting a document can 

linages with l oL~ of contrast it enlarged at a photo shop). 
be with grayed-out graphics. 

to visit the state for its lovely 

and color is limited only by 
cared process of doctoring 

This ensures that your scan scenery, this is a very effec-

your imagination. 
your photogmph. You can 

will have the best quality (See Examples A and B.) rive layout to communicate 
also use scanners to capture 

possible when you resize it that purpose. 
For example, with the texlllres from such materials 

The shells used in this ad are 

Apple OneScannern1 you 
and paste it in your page. from a book of "public 

can impon a specific visual domail1- art. and were 
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Example A: 
Ad (before) 

Enjoy our 
scenery

Visit Oregon 

VWt, t:lt ubt pcc:ut S1 ~!tiN lt.ll 
mu.uur l.aulhtq-.K puct.u. ut ~~·~d llnt tftu.t, 

rcluJilla~p.~rt,'C"'I.III~Iq'~t=:.:l 
a.D!Xi'ln', :w ..,n~ durc diem ,_,.cC,;; cw •« 
'""'· ftoi& q;Kd p!.W.;.;t s:bt.dvur.:t. ,.dq<...;.J 
~'lorpC" pt.;U::t p&I'C"'f JU&nl'lf•"-U, d. q'~ 
tmba~..W-.ntVTW"" 

L-u«to•d.:k•~t.lrtMu U\"1 cue: 
t\VI, n~u quv ('llo:-um m:!u puvu 
Orh.hum doct.uc; )a! orw~l.ll vidrri pul
chr.a:;Jct": o..tn u~.<tum,.md•u.a:t:u =oc 
lr.:r;r ~ ~~t.,,mf'IT\W'll~~ u fcr.c ~um. 
nw~t«<\("ltllQtbn:l.~~<r....,rt ...!tn 

.nrvu .. ~":':~ d-..oc.."t ~~~~ potnY \Yr:t

._~,r.:.Jq-..u. -J~-ntt~~ poi'U. 
~~ .. O«r,. rrnnun roc.ruq-,;c pa~b..!rt 
AU....,. f.lhu!.111 C<Jho!.trn-.. d.&=t pnuSY 
ru-ioR.m cunut p.Knc ~tan. t.l cwn '"-ptt
Mndtre 

Non rquidt!m 
lr.d!.&-"lOr qw...c.f.WIIIItf!tlvnd~ nnn qu1.11 

ctUK CO.'r.p!.b~U,un Uk~~ ~!W.:r. K'd 
quunupt"r. nn \·tr.u:n J.."lt:C".lU.. ~ !-.on 
OI'NT1 1'1'rt·UIT.U po:KI 1\c,.tc:nt(MCfflo.'Ut:"l 

f!oraque pa;.unbultt AnM ubu!.a 11 
dubtte::u., cl.rnwnt P""nlut P'~Orn:l ~nc\1 
~ p.1:wc_ U Nm ICFrCbmckrc- WOC'I. 

'1-"'U"'o:.&At.sopuJ,.q\IM'do.Ktl.fSJI.oscou' 
c~:. ''C!<rm r.l! m.tt.lll. t~.~oucrll'dpi.ltult 
$.1.bt. d.xut~~ wi quu uorpc ;"..::.~.:.: puttc: 

monnnht:.l, tl qax ur.bnbn d..J...nt' 
~~tr.a.0.1od n u.:n Guon.r.. 1"10\olf .lt lnYlU 

fuu.JC1 qo.um n<.>bu., quMJ nunc- UMt WUU 
Aulll'ml ~btftt quod ln:tttt tCf(t(1qtH: "u 

lit pr.r:-n .. m posm~ r.u~1 Cr..ana.J brU" 
cot;:"!! tt :..~ \'ltr.o:n £uu.,,,,_. Yl:•v1· ..woq'..t.t 

::.~~otl-...:ct.uuuu .... t 'n1nt .an.::~.s:> 
tum r.urr.~:~rU ~-~~ cbons bb.ut ""t .WI" 

Jot:""..l\"tt,c.~ ... "l.!:.;bu.,ru.a..,n.t&J'''-'fr.a· 
s:occ!u;wbnuUKcpura., 

Example B: 
Ad (a Her makeover) 

Yisit Oregon 
lnterdum volgus 
Vldn:, ttt ub pccu:. St vet 
uu ttl c·uut~l Liu,J,;,tqiA!' 
poetn, ut ndul ~ntdcr~t. nc
hlldh~romr,.l,rc\,crr.at.Sc 
qu..ud.tm ~~:na •r.t~q=. ).1 

pl"f&q'JCd'.lltdK.C'I~ (In:l.attool-

Non cquidem 
l~ordcic:-.d.vcun•..J.Uw 
Uv! a.Jt TC'OI'. IIW"rullJJ qw~ 
p1.gr.n-Jmm:lup;~Po"O 
0 JbiliumJI(tJ rt , •lrl t mtn 

cim V\dm pvkhl~ « 
~~;~ nwumum t!t~~.tntiJI 

uw~,~ot lnrtr ljl~t \"Crbum 
tmw:ua "font de<twum, tf ' ' 
vcr~UJ p.~W... u .. nci.Mkw nnu' 
ct.Jtc1 III.IU,tttn rum dutll 
v.-od•tq•., rrv-nu 
lt·4•&-nnr •ru•ttu.:tm rcprc!ltn· 
d1 l'ltmqtliJICUUC ctlalp;l)o 
cumtf~. 

P<<kv< 
putc 
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AjilzaiLcord about choosillfi 

the best print quality: Most 

laser primers pro,·ide all the 

capabilities and tools you 

need in order to produce 

high-quality grayscale 

images such as screens, 

solids, reverses, and other 

black-and-white design 

elements. For the best print 

quality, a La.~erWriter with 

PhotoGradeT~' capability 

gives you near photo-quality 

resolution and allows you ro 

produce documents utilizing 

gmyscale technology. For 

example, a 20% gray shadow 

box will print " 'ithout the 

large pi.xel dots you are 

probably used to seeing with 

other laser printers. Instead, 

•!6 Chapter 4: ~igning in lllatk and \\rute for Your Laser\\'riter Uocumcnts 

a LaserWriter using Photo

Grade prints a shadow box 

\Yith a smomh, near-continu

ous tone of gray. If you are 

printing with another laser 

printer, you will not be able 

to produce documents with 

PhotoGrade quality. Let's 

look at one more document. 

and review the basic ele

mt:nL~ of black-and-white 

design. 

Feature Story Makeover 

This piece has been 

redesigned to illustrate the 

elements we have been 

discussing in this chapter. 

~mice how much more 

distinguished the reversed 

out text in Example B is than 

the plain text in Example A. 

The boxed article in the 

lower right uses a scanned 

illustration within a 20% gray 

screened box to set it a pan 

from the other features on 

the page. 

Notice the collective effect of 

the rules and borders, photo

gr.tphic in1ages. headlines, 

and column width. Together, 

they create an overall con

trastthat makes this docu

ment more readable and 

functional. 

(See Examples A and B.) 



Example A: 
Feature story (before) 

This page does little to draw you 
Into its subject matter. As your 
eyes scan this article, the only 
element that captures your 
attention is the train located at 
the bottom of the second page
unfortunate considering that 
your eyes have already reached 
the end of this article. The title 
is thin and hardly noticeable 
and should be given added 
emphasis. 

Example B: 
Feature story (alter makeover) 

The illustrations lor this edito
rial are engravings from a book 
of "public domain" art. The 
train was reduced to 70%, the 
bicycle enlarged to 250%, and 
the carriage to 150% of original 
size. These scanned images 
create a distinctive mood that 
helps the reader to easily 
Identify the theme of this piece. 
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CHAPTER 5 

~ ALBUM OF DESIGN 
POSSIBILITIES 

This chapter emphasizes 

the principles and concept~ 

we have already discussed. 

More importantly, it is here 

to inspire you to use what

ever techniques arc available 

to you for incorporating 

visual elements into your 

page design. 

The following pages are a 

collection of page designs 

with varying degrees of 

complexity. However, there 

is one important factor that 

these pages have in com

mon: they are all designed to 

optimize the black-and-white 

output of your LaserWriter. 

........ _ .. 
~-... ..---

Producing documents like 

those in this chapter is really 

just a maller of combining 

your own creativiry with the 

high-quality capabilities of 

the Apple OneScanner and 

the PhotoGraden' output of 

your LaserWritcr primer. 

49 



@ 
... ~pl'lt 

Limited Edition XIV 

50 Chapl~r 5: An Album of Design Possibilities 

The engravings for this book 
cover were found in a book of 
"public domain" art and 
scanned as black and white line 
art on an Apple scanner. 
They were both imported into 
QuarkXPress, then sized and 
cropped. The boat is 125% of its 
original size, and the compass 
is 150% of original and 
screened back at 80% gray. 
(References to scanned images 
being reduced or enlarged 
from their original size relate to 
the image's actual size on a 
letter-size page, not as the 
images appear in these 
examples.) 



This photo, originally a color 
transparency, was scanned as 
a high-resolution gray-scale 
image, then cropped and 
resized. II was placed to run off 
the edge of the page (known as 
a "bleed"). The logo is several 
boxes created in QuarkXPress 
and rotated 45 degrees for a 
diamond effect. 

Musee des Ordinateurs 
Paris 

lr.~~r'!dlr.!Yidr. 

~Slvt!Arlbl~rr."il!a 

aarn:~Jrlt-IJU.utnahdlilfrtef~at. 

nihil tl!lll Clltll»JJI!I, ~mat Si ~Jam 

nimi3antiQ.w:,$I Ptf~dw'c 
~ieCJC Ucdii COS • .grovt m<J I13 

f.J~.!,Jr.CI~ttmt'CU'II faci:'let 

lov.J~!Qt.)('Q'..(I 

Non~cruectof~ 

~..r.a iM~rMJJ.~ 

~J3e ~,,. p:noOrn:r.m 
did&l!, std~:O.'f\001 

~lduc:wet e.o.ocl•$minWP.Im 

Chapter 5: An Album of !Jesign Possibilities 5l 



52 Chapter 5: An Album of Design Po~sibilities 

SPRING 

REVER 
BOATS 

The "1991" was set in 
QuarkXPress at275 points 
and screened back at 20% gray. 
The text block was created 
wider than the page in order to 
bleed off both edges. The 
scanned photo was also 
imported into QuarkXPress, 
then placed, sized, and cropped 
to bleed off the page. 



The engravings used in this 
book report were scanned as 
line art from a book of "public 
domain" art and scaled In sizes 
ranging from 100% to 145% of 
original. The "slick-up cap" 
was created in QuarkXPress by 
simply creating a small text 
block and increasing the point 
size to lit. 

Trees of 
the Tropics 
a book by John Scott 

S:.~u palm~ m lgus r~tum videt. est ubi p«C31. Si vetcres ila 
mir,tiUr l;mdaltJ\tc JXJCI:l;>, ut nihil tunefem. nihil illis compartt. 
crr:~t. Si quaedam nimi~ :uuiquc, ~i pcmquc durc dicere credit cos. 
i$,Oil\'C mulu f:netur. et ~pit ct mcnnn facit ct luv;i iudicut .aequo. 

Nun cquidcm in~tor delendave cannina Livi esse reor. mcmini 
quae: plagusurn mihi p;;~t\t) Orhilium dict~e: sed cmcnd.lU videri 
pulct\r'3que C't exxtb minimum di~tantia miroc. lnter qu3e \'Crbum 

cm1cu1t s1 forte dL"1..,H"um, t:t ,j ,·crsus pau:o concinnior unus et alter. 
miuste tocum ducil \'cndiiiJUC pocma. 

fn,Jigllor quicquam reprehend!. non quia cr.lSse CUIIIJ)O)ilum illc

pcdcvc putdur. sed quia nuper. nee vcnia..1l a.rniquis. sed honorcm ct 
w:tcmia posci. Recte necne crocum fJoresque per.unhulct AI lite fah
uht , ; tluhitcm. cbmem periissc pudorem cuncti pJene p;ttres. c<t 
cum n.-prehcnd1..TC coucr, qutte ~ravi! Aesopus. qu~ doctus Roscius 
cgil: ,-cl quia nil rectum. nisi quod plxuit sibi. ducunl. \'cl qui:t 
turpc put;miJ)3n:rt: minoribus. et qu::e imberbes didtce~ scnes. 

()uod si ~ Grucis novnas invisa fuios~t CJWtm nuhi-., quid 
nun~; c SSt.:t vetus'! Aut qutd haberet quod tegeret terc.rctquc viritim. 

Ut prinmrn po.\oiti' nugari <fraccia be l lis coepit et in Vttium fonu
n:l labier a~ua, nunc :tthlct:muu ... tudii o;,. nunc m it equorum, m:lr· 
moris :lUI eboris fabros :.ut acris ~tm:wit. tibicinihw •• nunc est gn,·i~ 
~ocdlS: sub nutrice pucll:t. 

lotcrdum Vltlgu' 1cctum ' 'idet. est ubi pecc:u . St \'Ciete".s ita 
mtratur laudJ.tque poct:b. Ill nihilantcfl!'r:lt. nihil ill is COffip;ltC't. 

tiT3t. Si quaed:1m nimi~t amiquc, ..-i pcr.1qat: r.lun: r.li<Xn:- cn.>dit ros. 
i~nave multa fatemr. et s.;,tpit c• mecum f:.r::it ct lm•n iudico.t o.equo. 

Nun cttuidcm iw,;..-ctor ddcnd.ave carmin.a Livi esse rc:or, me,mini 
qu:\e plagosum mihi J~; tn· n Olllil ium dic tare; sed emendata vidc:ri 
fX'h.::hr;uJuc cl c.•utcli.s minimum dista:nti3 miror. Inter qu.:\e \'erbum 
~micuil lii fooe th·unnn. ~:t s.i ' 'ena.u; p:lUlo com;innior unus: ~t :ah~r. 

1muste lolum ducit \Cntlitquc pucma. 
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This photo, originally a 
color transparency, was 
scanned as a high-resolution 
gray-scale image. II was then 
sized and cropped in order to 
bleed off the edge of the page. 
The "Graphics News" was 
created in QuarkXPress and 
rotated 90 degrees. 



The art lor this page comes 
from examples supplied 
by Adobe Systems Inc. and 
produced with Adobe Illustrator 
3.0 (©1991 Adobe Systems Inc. 
All Rights Reserved). It was 
imported into QuarkXPress 
lor resizing and cropping 
and appears at 65% of its 
original size. E.tltibition of fine art rrmtnl witlt computers 

Museum 
Contemporary 

.July 2 through Aub'tiSl 27, 1992 
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The Honest Bikes in Town 
~ ~ ~ ~ I II I 

00 
R intcrdum volgus rectum vrdet. est ubi peccat. Si vetcres ita miratur laudatque 

poetas, ut nihil anteferat, nihil ilhs compare!, errat. Si quaedam nimis antique. si 

pcraque dure dicere credit eos, ignavc multa fatetur, et sapit et mecum 

I I l l I I 
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The bicycle in this page comes 
from examples supplied by 
Adobe and was created in 
Adobe Illustrator 3.0 (©1991 
Adobe Systems Inc. All Rights 
Reserved) . II is 47% of original 
size. The scanned photo of 
the gears was placed in 
QuarkXPress lor cropping and 
resizing and is 25% ollts 
original size. 



To create the airy feeling lor this 
"Seminars" headline, a space 
was added between each letter. 
The art was supplied by Adobe 
Systems Inc. and created in 
Adobe Illustrator 3.0 (©1991 
Adobe Systems Inc. All Rights 
Reserved). The art was placed 
in front of a 30% gray drop 
shadow box lor additional 
effect. The logo was created in 
QuarkXPress by creating and 
rotating various geometric 
shapes and grouping them 
together. 

SEMINARS 

Computer 
Graphics 

Odober 12, 13, 14, 19 

luh.:nlUIII \Olj:(u) n.'Ctum \'iJ et. 

.:)t uLi p.:ccat. Si vett"r..~ ita mlr:\tur 

l:!ud.uquc pott:U, ut mhtl :amdcr:H. 

nihil 1llis comp:uct, crrnt. St 

qu~t"ibm niml ( :mt l'llle, -~ I fl<:tii!Juc 

cfm c tlic•·n•nt'tliT l:t ~:>o, tt;n:•vc mult:t 

f<l fl'lllr, Cl S:;! jllf Ct IIIL'CUII\ ( :·IL.It ct 

lun1. iuJic.:at ac4uu. 

Non equidcm inse<:tar 

deleod:we c.armina Lu·i t~ reor, 

memini quar- plago~um mlh l ri\1'\"0 

Orbihum dlct'l.rc; Sfil t-mrn.L·n:1 

\'Jden rulchr.lqUC ('I ('XXTI~ 

mimmum Jisrantia. mttor. lnttr 

CJU:le verhum l'mi(uit ~i fone 

d«l"ltum, rt •• vt' l""ll" r:~ nlo 

nmcmn1or unu ~ rr ~ h1:r, iniu"'tc 

totum dunt vcnditquc ~ma. 

l1 di~IIOI "luicquam reprehendi, 

nun quia ~:.r~ compo5itum 

iHqx"(k·n.· putetur, d quin nupt-r, 

nt< \'C"mam :muqut~. M"d honof('m 

c-t pr3c-m1:1 posc1. R~[C" n~c-m

rmrum flnr~u~ ~r.1mhuler Arr:~r: 

b hub •• duhi1·cm. d:.~mt.,H ('Cllis.._<oe 

r 1kJon.m niTW:fl p:4C11C p:Hf~. ~Cd 
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The photo lor this real estate 
flyer was an 8 x 10 black and 
white print, which was scanned 
and imported into QuarkXPress, 
then reduced to 60% of original 
size. The house logo was 
drawn in SuperPaint, then 
imported into QuarkXPress and 
placed In the layout. Beautiful 

Spanish-Style 
Home 

• lnlcrc..hun \Oigus rectum 'rider e~t 
gr..tec.:i~t n o,·it~t:; iuvba fui.-.sc.."l 

• Si \'Ctcrcs ita mir;.nur laudatquc 
• P()f't:l,4j, 111 n ihil :utrcfcra t. nihil 

• Si qu:~r.rt:un nimis antique ~i 
\'Cnrlitrprf· pnrma ~i r.am 

• Pcr~tquc dur(' d irrrr r r<-rl ir t>O~ 

• 11,.'11:-t\'t.' ll nrll t~ faii•H u . PI ~pi t et 

• Mccuru f:tcit ct iudic;n aequo. 

• Non cquidcm iuM.·ctor 

• Li\i esse rcor, memini tJU~t c 

• Plagosum mihi par\'o orbil ium 
a lter. iniusu~ ro rum cluci t 

• Uicta r c; sed cmcndata viflf"'ri 

• Puk hraquc t'l c:x<u:tis rninimum 
• Oist;.mti~t mirur guac 'crbum 

• F.micuit si forte dtcorum. c t ) i 

• \'crsw pomlo co nciuniut UIIU!t tt 

~uo 01\.oliU. ~U~ IIUIM. CY.!O"I r;,.IUOU l.olo0rt 

,\ ut qutd h<&bcTC't quud ICACJ ... t uunt ,., .. , 
l.'l pnmum pc»aw nu)f.Ul Gncna t..-111\1 ,.,.1111 

• 
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CHAPTER G 

G29RiiUBLESHOOTING 
FOR COMMON 
DESIGN MISTAKES 

Creating professional-look

ing and effective documents 

is really a matter of fLxing the 

design flaws that occur as 

you assemble your page. 

These pitfalls of design can 

be as blatant as a photo

graph which falls into the 

gutter of the pages. or as 

subtle as a misaligned mar

gin. The result is the same: a 

poorly executed design. 

voice tone and 
inflection convey 

r __ jhe listener. 
)( ' 

~--Paragraphs 
)(I 

I 
L __ .See how each par 

graph adds a diffe 
ent shade of gray, 

Avoiding mistakes requires 

persistent pre,·iewing of 

your document, and fine

tuning of the design as you 

go along. ln this chapter, 

we·n discuss some of !11e 

most common design and 

typography errors and how 

to correct them. 
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Avoid undesirable "rivers" 
of white space or "white 
holes" in the page. 

A very distracting visual 

effect, rivers of white space 

are caused by subtle gaps 

between words which create 

a white stre-Jm running 

down the column. They 

often occur in poorly set text 

where large type is justified 

in narrow columns. These 

rh·ers can also be a result of 

an old typewriter habit

pressing the space bar twice 

after each period. Because 

your computer automatically 

adjusts the space between 

every word relative to the 

width of the colunu1, attifi

cially creating another space 

after each period can quickly 

add up to distracting rivers 

of space. 

(See Example A.) 

Remedy: Alter the type size. 

adjust the line length. or 

change the colunm width. 

Try to stop pressing the 

space bar twice after periods. 

If all else fails, you will have 

to manually delete the extra 

spaces after each period. 
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White holes appear when 

too much white space occurs 

between a headline and an 

adjacent photograph, or 

when an article is too shott 

to ti ll the column down 

to the ne.\1 headline or end 

of page. 

Another fonn of white hole 

can appear within a column 

of text that is poorly hyphen

ated. When roo many large 

words are automatically 

returned to the beginning of 

the ne:-.1line in successive 

lines, a hole can appear 

toward the right side of the 

column. 

Remedy: Jncre-Jse the size 

of the headline or move it. 

Create hyphenated words at 

the end of the lines. Enlarge 

the visual element, or move 

it closer to the text. 

Avoid "tombstoning" or 
aligning headings across 
the page. 

This can mislead the reader 

to scan straight across the 

page into unrelated text. 

(Sec Example B.) 

Remedy: It is hcstto stagger 

the headings. If you are 

having trouble correcting tllis 

mistake, tl)' changing your 

grid pattern hy either adding 

or subtraCting columns from 

your layout. 



Example A: 
Rivers and holes of while space 

Typography and font use. Should achieve 
for the reader. What voice tone and 
inflection. Convey to the listener. See how 
each paragrap . Adds a different 
gray or "color." 
paragraph does. 
white space as. Your palette and 
selection of. ype as your paint choice. 
Typography. And font use should achieve. 
For the reader. What voice tone and 
inflection may. Convey to the listener. 
See how each para. Adds a different shade 
of gray, or "color" . To the page than 
another paragraph does. Think of the 
surrounding white space a . Your palette, 
and your selection of type. J:\s your paint 
choice. 

Example 8: 
Tombsloning 

Give Your Business More 
More Powerful Options 
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Avoid "floating" headings 
or subheads. 

A heading loses iL~ impact 

and confuses 1 he reader 

when the block of text it 

belongs to becomes unclear. 

(See Example A.) 

Remedy: Re sure that your 

headlines and subheads 

are closer w the text they 

introduce than to any 

preceding text. 

Don't bury the headline 
or subhead at the bottom 
of the page. 

(See Example 13.) 

Remedy: Place the heading 

up at the top of the colunm 

and edit your text to fit the 

space, or use uneven colunm 

bottoms if you have to. But 

avoid isolating headings at 

the bottom of the page. 
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Avoid "whispering 
headlines." 

(Sec Example C.) 

Headlines should comrast 

significantly with the text 

tl1cy introduce by being 

larger and bolder. A ·'whis

pering" headline fails to 

attract attemion to the text it 

imroduccs. Give it the 

importance it merits so that 

the reader will take notice. 

Remedy: Increase the type 

size, make it bold, or use 

different typeface from the 

hodytext. 

Avoid "Jumping horizons" 
at the top of your page. 

This up and down effect 

is disconcerting to the reader 

and damaging to the pro

fessional image of your 

document. 

(See Example D.) 

Remedy: Stan each column 

of text the same distance 

from the top of each page. 

This is especially important 

for multi page documents. 



Example A: 
Floating subheads 

Example C: 
Whispering headline 

,. __ .paint choice. 

"' ~--.Typography 
)(I 

~--Jypography and font 
use should achieve 
for the reader what 
voice tone and 
inflection convey to 

.---lhe listener. 

"' ~--Paragraphs 
"' ~--.See how each para-

graph adds a differ
ent shade of gray, or 
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Example 8: 
Buried head line 

ExampleD: 
Jumping horizons 
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Don 't let widows or 
orphans create 
unintended gaps in the 
text columns. 

A widow occurs when less 

than a third of a line is left 

isolated at the bottom of 

a paragraph, column, or 

page. An orphan is a word 

isolated at the top of a 

column or page. 

(Sec Example A.) 

Remedy: You can usually 

l:liminate these by either 

editing the te}.1 (known as 

"copyfitLing") or by cau

tiously adjusting the word 

spacing for that line. Be 

careful that you do not upset 

the line's readability by over

altering the word spacing. 
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To avoid a "busy" page 
layout, use rules and 
boxes with restraint. 

Too many bordered ele

ments or rules tend to com

partmentalize the page and 

break up the natural flow 

of the text. 

(Sec Example B.) 

Try to avoid a 
claustrophobic page 
layout. 

Set your margins and column 

width in order to frame your 

pages with appropriate white 

space and give text columns 

plenty of breathing room. 

Use the surrounding white 

space like a picture fmme to 

highlight your text. 

(See Example C.) 



Example A: 
Widows and orphans 

Widow 

Orphan 

Example B: 
Appropriate use of rul es and 
borders 

Visit Your 
County Park. 
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Example C: 
Good use of white space 
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QQtfipENOIX 

USE OF KEY CAPS AND 
SPECIAL CHARACTERS 

Remember, your computer is 

not a ()1Jewriter. 

Old habits die hard when it 

comes to the outmoded 

typing techniques you once 

learned on a typewriter. It's 

easy to carry these habits 

into the realm of desktop 

publishing on your com

puter. The following is a list 

of the most often used 

characters and accent marks 

which you should learn to 

use according to accepted 

modern typesetting 

standards. 

Quotation Marks: 

To avoid the default. ( ") 

setting: type Option-[ (") 

and Option-Shift-[ ( "). 

Apostrophe: ( ' ) 

Type Option-shiti-1 to 

avoid (' ). 

Ellipsis: ( ... ) 

To avoid ( .. . ) or ( ... ), 

type Option-Semicolon. 

Dash (em dash): ( - ) 

Type Option-Shift-Hyphen 

for ( - )rather than ( -- ). 

Accent Marks above 
characters: 

e Type Option-e 

a Type Option-· 

Li Type Option-u 

!'\ Type Option-n 

Type Option-i 

Other special 
characters: 

• Type Option-R 

fi Type Option-Shift-5 

fl Type Option-Shift-6 

© Type Option-g 

rM Type Option-2 

® Type Option-r 

0 Type Option-Shift-S 

c Type Option-$ 
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bleed 
Any photograph, illustration, 

or other graphic Lhat runs off 

the edge of a page. 

hotly text 
The main te>-1, also called 

"body copy" or "running text." 

border 
A framing element around 

text, graphics, or the entire 

page. Borders range from 

simple hairline rules to 

decorative and thematic 

graphic elements. 

bullets 
Dots or other such elements 

used to designate items in a 

list. (Keystroke is "Option-S" 

on the Macintosh.) 

callout 
A label that identifies a spe

cific pan of an illustration. 

caption 
The te.xt that describes or 

expands upon an illustration. 

column 
The vertical space desig

nated for text or graphics. 

On a given page there can 

be one column, or multiple 

columns. 

copytitting 
Editing text to fit a 

specified space. 

din ghat 
A decorJtive or symbolic 

device used to separate items 

on d1e page or to denote 

items on a list. 

display type 
Type that is larger than body 

text, often in boldface, used 

for headlines, subheads, 

breakouts, and other atten

tion-getting type. 

dPOP cap 
An enlarged initiallener 

that extends below the first 

line of body text. (See also 

"initial cap.") 

facing pages 
Two pages that face each 

other in a multi page dout

ment. There can also be 

more than two facing pages 

in certain publications, such 

as a tri-fold brochure. 



folio looter grid halftone headline 
The page number. A line at the bottom of the The pattern of columns The representation of a The title of an an ide or story. 

font 
page that helps orient the and ro\YS on the page into continuous tone photograph 

Initial cap 
reader wi~lin a document, which text and graphics is or illustration as a series of 

In desktop publishing, 
which may include such placed. In desktop publish- dots that look like gray tones 

The first letter of the body 

sometimes used interchange-
information as title, author, ing applications, the grid is when printed. 

text set in enlarged and 

ably with "face- to refer to 
chapter, issue date, and page determined by a series of 

sometimes decorative type 

the entire family of letters 
number. Also called a "run- nonprinting vertical and 

hanging indent for visual emphasis. 

of a particular shape or 
ning foot." horizontal lines used as a 

A paragraph sryle in which 
justified type 

design, such as Helvetica. 
guide for placement of text 

the left margin of the first 

format Type that is flush, or even, l3ut in traditional rypesetti ng, 
and graphics on the page. 

line extends beyond the left 

font refers to the specific The overall appearance of a margin of subsequent lines. 
on both the right and 

size and style of a given publication, including page gutter left margins. 

typeface, such as 10 point size, paper, binding, length, 
header 

The space bet ween two kerning 
A line at the top of the 

Helvetica Bold. and page design elements 
facing pages, usually where The process of adjusting the 

page that helps orient the 
such as margins, number of 

the pages are bound. Also space between characters, 
reader within a document, 

columns, and treatment 
the space between two or generally done in headlines 

which may include such 
of headlines. 

more colunms of text where and other displa)' type. information as title. author. 
the page is folded. chapter, issue date, and 

page number. Also called 

"running head.' 
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layout 
The tcnn u~cd to descrihe 

the arrangemem of text and 

graphics on a page. 

leader 
A rule or line, often doued, 

that moves the eye from a 

callout or label to the pan of 

the illusLrJtion it descrihes. 

leading 
The distance between the 

base of one line of te>.1 and 

the base of the nex1, usually 

measured in roints. 
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logo 
A grJphic which designates a 

company, product. or publi

cation name. A logo can be 

designed with purely graphic 

clements or with text. 

margin 
The distance from the edge 

of the paper to the area oc

cupied by text and graphics. 

orphan 
A line of te>.1 isolated at the 

bouom of a rage or column, 

which is separated from the 

rest of the parJgraph it 

belongs to. 

over line 
A brief tag, over a headline, 

that categorizes a story or 

anicle. Also called a "kicker" 

or an "eyebrow." 

page view 
A function that enables you 

to view the overall layout of 

a page. Some programs 

allow you to view various 

sizes of the page, such as 

50"Al, 75%. actual size, or 

2000Al. Others show the full 

page view only. 

pica 
Tmditional typographic 

measurement composed 

of 12 poims. 

point 
The basic measurement of 

rype. There are 12 points to 

a pica. One point equals 

about Vn inch. 

printer font 
A mathematical description 

of every character in a tyre

face, which enables a printer 

to print charaaers in any size 

at the best resolution possi

ble on that printer. 

pull quote 
A sentence excerpted from 

the body cop}' and set in 

large type, used to break up 

the running text and draw 

the reader's auention to the 

page. Also called a "break

out" or "blurb." 

resolution 
The clarity or fineness of 

detail visible on screen 

or in the final printout, 

usually expressed in dots 

per inch (dpi). In printed 

material, the resolution is 

dependent upon the printer's 

capacity, which can rJnge 

from 300 dpi in most laser 

printers to 2540 dpi in 

Linorronic imageseuers. 



reverse type 
White letters or mles set 

against a solid background, 

either 100% black or a spe

cific level of g111y. 

rules 
Lines used for typographic 

purposes, usually measured 

in point~. 

sans serif 
Typeface that is without, or 

··sans," the little accents at 

the ends of each character. 

scanner 
A device that reads informa

tion from a photograph or 

other form of illustration. 

The image is convened into 

a collection of dots that 

is stored as a bit-mapped 

file. This file can then be 

manipulated in various 

software programs, and 

placed electronically into a 

page layout progmm. 

screens 
A background tint or texture 

that is set behind text or an 

in a percentage of gray. Also 

called a "tone." 

serif 
An accent or finishing stroke 

projecting from the end of a 

character. Typefaces with 

these additional strokes are 

called serif faces. 

side bar 
A smaller, self-contained 

stoty inside a larger one, 

usually boxed, with its own 

headline to set it apart from 

the rest of the text. 

stick-up cap 
An enlarged initiallener 

ex1ending above the body 

text; used as a graphic ele

ment to draw anemion to 

the beginning of a story or 

new chapter. 

thumbnails 
Rough sketches of a page 

used to plan the design. 

Some page layout programs 

allow you to see your 

pages in small views, also 

called thumbnails. 

weight 
The density of a letter, gener

nlly described as light, rcgu 

lar, bold, and extra bold. 

white space 
The blank areas of the page 

without text or graphics. 

White space is used deliber

ately, and is an imponant 

element in good design. 

widow 
One word, or several, iso

lated at the top or bottom of 

a page or column of text. 

wraparound text 
Text that flows around a 

graphic element. Also 

called "mnaround text'" or 

••text wrap. n 
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A 
accent marks, using 69 

ad, makeover 44-45 

Adobe Illustrator 3.0, exam
ples using 54-57 

Adobe Photoshop 44 

Adobe Stone Serif, examples 
using 20, 21 

Adobe Systems Inc. 55-57 

alignment 16 
examples illustrating 17 

all caps 14 
example using 15 

apostrophe, using 69 

Apple OneScanner 28, 44, 
49 

Apple Scanner, example 
using 50 

appropriateness 4 
example illustrating 5 

arrows, using 26 

art 
examples using 55, 57 
"public domain" 50, 53 
using 26 

audience (for document) 
2-3 

Avant Garde, example using 
15 

B 
black-and-white photos. See 

photos 

blank areas. See white space 

bleeding, defined 51 

Rodoni, reverses using 42 

body text. See documents; 
text; type 

hold 14 
contrast of weight and 

40 
examples using 15, 21 

bold italic, example using 
21 

book cover, example 50 

Bookman Demi, examples 
using 19, 21 

book report, example 53 

borders 42 
examples using 43, 67 
troubleshcx>ting 66 
using 26 

boxes. See borders 

Broadway, reverses using 
42 

brochure 
example 58 
makeover 34-35 

bullets, using 26 

buried headlines 
example illustr.tting 65 
troubleshooting 64 

business presentation, 
makeover 32-33 

c 
caps. Sea all caps; drop caps; 

initial caps; stick-up 
caps 

centered alignment 
described 16 
example using 17 

characters, special 69 

charts, using 26 

color 8, 38-41. See also 
contr&st 

example illustrating 9 
of type 20, 21 

color photos. See photos 

columns 
defined 24 
examples using 25 

consistency 6 
example illustrating 7 

contrast 8, 38-41. See also 
color 

creating with type styles 
1-i-15 

examples illustrating 
9,39,41 

shapes for 40, 41 
of size 38, 40 
of weight 40, 41 

curves, for contrast 40, 41 

0 
dash, using 69 

design 
examples illustrating 

49-59 
good 1 
troubleshooting 61-67 

design demenL~ 

described 37-47 
organizing 4-9, 24-27 
planning 2-3 
using 28--35 
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details, fmal 8, 9 

direction 6 
example illustrating 7 

documenL~. See also text; 
type 

organizing 4-9, 24-27 
planning 2-3 
successful 1 

drop caps, reverse 42, 43. 
See also initial caps; 
stick-up caps 

drop shadows 42. See also 
shadows 

E 
ellipsis, using 69 

em dash, using 69 

emphasis, creating with type 
styles 14-15. SeP ril~o 
contrast 
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engravings, examples using 
50,53 

envelope grid columns, 
example using 25 

F 
feamre story. makeover 

46-47 

final details 8 
example illustrating 9 

fiscal limits (of document) 
3 

five-column grid. See grids 

floating subheads 
example illustrating 65 
troubleshooting 64 

flush-left alignment 
described 16 
example using 17 

Oyer, example 59 

fonts 
described 11 
guidelines for usc of 

11-21 
vs. typefaces 11- 14 

Futura, example using 13 

Futura Extra Bold, examples 
using 19, 21 

Futura Light, examples using 
19,21 

G 
Garamond Condensed, 

example using 13 

geometric elements. straight 
40,41 

graphics, using 26 

graphs, using 26 

grids 24-26 
examples using 25, 27 

gutter, defined 34 

H 
headlines 64, 65 

Helvetica, examples using 
15,19.21,31 

horizons. jumping 64, 65 

image (of document) 3 

in1pression 
(of document) 3 

initial caps 42. See also 
drop caps; stick-up caps 

defined 34,38 
example using 43 
using 26 

italics 14 
examples using 15, 21 

lTC Garamond, ~xamples 
using 19, 21 

J 
jumping horizons 

example illustrating 65 
troubleshooting 64 

justified alignment 
described 16 
example using 17 

K 
kerning. See also spacing 

detlned 16 
examples illustrating 17 
reverse type 17 

key caps, using 69 

L 
"landscape" page layout, 

defined 58 

LaserWriter II 28, 49 

LaserWriter llf 46 

LaserWriter llg 46 



layouts, page 58. See also 
design; design element~ 

leading 18--20. See also 
spacing 

example illustrating 21 

legibility 
example illusl.rating 13 
leading and 18 
sans serif typefaces and 

12 

letters. spacing between 
16-17 

letter-size grid columns, 
examples using 25 

limits (of document) 3 

logos, examples using 51 , 
57, 59 

M, N 
makeovers 

0 

ad 44-45 
brochure 34-35 
business presentation 

32-33 
feature story 46-47 
press release 30-31 
resume 28--29 

OneScanner. See Apple 
OneScanner 

organizing documents 4-9. 
24-27 

orphans 
example illustrating 67 
troubleshooting 66 

mnline 14 
example using 15 

p 
page layouts, '·landscape" 

page layout 58. See 
also design; design 
element~ 

Palatino, exampies using 
19, 21,30 

paragraph spacing 16-1 7, 
18 

example illustrating 19 

photos 
examples using 51, 52, 

54,56, 58,59 
using 26,44 

physical limits (of document) 
3 

planning documents 2-3 

poster. example 55 

press release, makeover 
30-31 

print quality 46 

proponion 4 
example illustrating 5 

'·public domain" an, exam
ples using 50, 53 

purpose (of document) 2 

0 
quality, print ~6 

QuarkXPrcss, examples 
using 51-55, 57, 59 

quotation marks, using 69 

R 
readability 

example illustrating 13 
serif typefaces and 12 
spacing and 16 
type size and l!l, 19 

reading rhythm pattern, 
defined 6 

rele\·ance 4 

restraint 8 
example illustrating 9 

resume. makeover 28--29 

reverse drop caps 42 
example using 43 

reverse type 4 2 
contr.tst of weight and 

40 
defined 16, ~2 
kerning 17 

rivers of \Yhite space 
example illustrating 63 
troubleshooting 62 

roman, example using 21 

mles 42 
examples using 43, 67 
troubleshooting 66 
using 26 
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s 
sans serif t ypcfaces 12 

examples using 13, 15 

scan~ 44 

screens 44 

semibold, 
example using 21 

scmibold italic, example 
using 21 

serif rypefaces 12 
example using 13 

shadow (rype sryle) 14 
example using 15 

shadows 42 
example using 43 

shapcs, for contrast 40, 41 

side bar, defined 34 

size 
contrast of 38, 40 
type 18-20 
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space. See white space 

spacing 16-17. See also 
kerning; leading 

paragraph 16-19 

special characters, using 69 

stick-up caps, cxample using 
53. See also drop caps; 
initial cap~ 

straight geometric elemenL\ 
for contrast 40, 41 

styles, type H-15 

subheads, floating 64, 65 

SuperPaint, 
example using 59 

T 
te;.,1. See also documenL~; 

type 
body 13 
using 26 

tombstoning 
example illustrating 63 
troubleshooting 62 

transparencies. See photo~ 

troubleshooting 61-67 
borders 66 
buried headlines 64 
floating subheads 64 
jumping horizons (yj 

orphans 66 
rivers of white spacc 62 
rules 66 
rombstoning 62 
whispering headlines 64 
white holes 62 
white ~pace 66 
widows 66 

rype. See also documents; 
text 

color of 20, 21 
reverse 16, 17, 40, 42 
using 26 

rypefaces 
described 11 
examples illustrating 19 
multiple 12, 13 
sans serif 12, 13, 15 
~erif 12, 13 
vs. fonL~ 11-14 

rype size H~-20 

type sryles, creating empha
sis with 14-15 

typography, guidelines for 
11- 21 

u 
underline 14 

example using 15 

v 
visual elemenL~. See design 

elements 

W, X, Y, l 
weight, contrast of 40, 41 

whispering headlines 
example illustrating 65 
troubleshooting 64 

white holes 
example illustmting 63 
troubleshooting 62 

white space 38-10 
defined 8 
examples illustrating 41, 

67 
rivers of 62, 63 
troubleshooting 66 

widows 
example illustrating 67 
troubbhooting 66 

words, spacing between 
16-17 
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